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1.0 QRGANIZATION .

1.1 Organizational Structure and Project Responsibilities

The overall organizational structure of the Golder Assodiates Inc. (Golder) project team is
shown on Figure 1-1. Primary responsibilities for the impiementation of the requirements
of this Quality Assurance Program Plan (QAPP) reside with the Project Director, the Project
Manager, and techrical staff. The Project QA Manager and assigned QA staff are
responsible for the overall preparation and revision of this QAPP and its implementing
procedures, as well as for monitoring and verifying compliance with QAPP requirements.
Additional responsibilities of key personnel are described as follows:

¢ Project Director: The Project Director has ultimate responsibility for technical and
quality performance on this project, and for ensuring that all U.S. Department of
Energy - Richland Operations Office (DOE-RL) quality assurance, schedule, and
budgetary requirements are satisfed,

¢ Project Manager: The Project Manager is responsible for conducting technical
activities in compliance with all contractual technical and quality requirements, for
coordinating all technical staff activities, for continuing liaison with DOE-RL
contract officer’s technical representative (COTR) through the compietion of all
tasks, submittal of routine progress reports, and assessment of all change requests.
The Project Manager may delegate specific duties in support of these
responsibilities.

e Project QA Manager: The Project QA Manager retains overall responsibility for
the preparation and update of this QAPP and its supporting plans and
procedures; and is responsible for verification of compliance with QAPP
requirements through the monitoring, review, inspection, surveillance, and
auditing procedures described herein. The Project QA Manager shall maintain
current Lead Auditor gqualifications as described in Sections 2.3 and 18.0 below.
Specific duties in support of these responsibilities may be delegated within the
guidelines of governing procedures.

¢ Health and Safety Manager: The Heaith and Safety Manager is responsible for
the review of site safety plans and training programs prepared by Kaiser
Engineers - Hanford (KEH) in order to ensure that any field activities conducted
on this project by Golder or its subcontractors are performed safely and in
compliance with applicable state and federal regulations.

12 Subcontractor Support

Subcontractor support for this project will be provided by bothl Golder and DOE-RL. For ail
subcontractor support activities that are Golder’s responsibility, activity shall be initiated by
the Project Director or Project Manager in compliance with the controls for procurement

Goider Assoclates
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documents and acceptance of procured services described by Sections 4.0 and 7.0 of this
QAPP.

2.0 QUALITY ASSURANCE PROGRAM
2.1 Qorperate Quality Poljey and OA Program Plan Description

It is Golder’s corporate policy to establish appropriate QA program controls for all work
reiated to hazardous and/or radjoactive mixed waste investigations and related desigrv
construction activities. This QAPP documents the program controis selected or developed
for project W-025, "Radicactive Mixed Waste (RMW) Land Disposal Fadility - Non Drag Off."
It is prepared in compliance with the applicable requirements of (1) ANSVASME NQA-1,

i ce equirements clear Fadlities [American Sodety of
Mechanical Engineers (ASME), 1986], which is the standard established for all projects
conducted at the Hanford Site by DOE-RL Order 5700.1A, Quality Assurance (DOE-RL,

' 1983), and (2) the current version of SD-W031-QAPP-001, "Project Specific Quality Assurance

Plan W-031 and W-025, Radioactive Mixed Waste Disposal Facility - Drag Off and Non Drag
Off." Figure 2-1 is a matrix that cross references the basic requirements and mandatory
supplements of ANSVASME NQA-1 and SD-W031-QAPP-001 to the specific Golder QAPP
sections and supporting plans and procedures that implement the requirements. A list of
implementing QA procedures is provided in Figure 2-2,

The primary objective of this QAPP is to provide a procedural framework that will ensure
that the design specifications, drawings, reports, analyses, recommendations, construction
QA monitoring and inspection services, and all other types of services and assistance
provided by Golder meet overall contractual requirements, appiicable regulatory
requirements, and are consistent with established engineering practices. All contractual
changes that expand or otherwise affect the scope of technical activities, quality
requirements, or employee health and safety as applicable to Golder or its subcontractors,
shall be reviewed and modifications or additions to this plan and its implementing
procedures made wherever required.

22 Construction Quality Assurance Plan Development Considerations

Within the overall ANSVASME NQA-1 QA program structure invoked by this QA Program
Plan, the requirements of Technj idance Document: fructi ualj nce
Waste i aciliies, EPA/530-5W-86-031, OSWER Policy Directive
$472.00-3, (U.S. EPA, 1986) shall be followed, as appropriate, in the preparation of a
secondary Construction Quality Assurance Plan (CQAP) prior to initiating activities on Task
. The CQAP shall address the specific requirements for format and content defined in the
EPA technical guidance document cited above, and shall be developed and implemented in
compliance with the procedures and controls described by this QAPP. The CQAP shall
address spedfic project-level requirements as appropriate for the scope of Task III, as
indicated in Figure 2-1. The implementing procedures referenced in this QA Program Plan
may be drawn upon as necessary or appropriate for Task Ol project-level activities, provided

Golder Associates
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FIGURE 2-2
PROJECT QUALITY ASSURANCE PROCEDURES

P-2.0-1, "Training and Orientation”

P-3.0-2, *Specific Work Instructions”

P4.0-1, "Procurement Document Control”

P-5.0-1 "Distribution and Control of Goider Ass:odates Procedures”

P-6.0-1 "Engineering Drawing and Speciﬁ;:aﬁon Control”

P-6.0-2 "Controil of Correspondence and Communications”

P-10.0-1 “Technical Review®

P-10.0-3 “Surveiilance Inspection”

P-10.0-4 "Receiving Inspection”

P-12.0-1 "Calibration and Maintenance of Measuring and Test
Equipment®

P-15.0-1 - *Control of Nonconformance Incident Reports, and
Corrective Action.”

P-17.0-1 *Quuaiity Assurance Records Management®

P-18.0-1 "Audits® |

P-18.0-2 “Auditor Qualifications®

Golder Associates
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that they are acceptable in the context of the Technical Guidance Document (U.S. EPA,
1986). Spedific requirements for CQAP format and content shall be considered in the
- preparation and review of the SWis for its development; see Section 3.0 below.

23 Tnaining and Qualification of Project Personne]

All project personnel shall be trained in the specific application of this QA Program Plan
and its implementing procedures, to the extent appropriate for their work activities,

. Technical and QA staff training shall be conducted in compliance with procedure P-2.0-1,

*Training and Orientation.” Auditor/Lead Auditor training and qualification shall be in
accordance with procedure P-18.0-2, "Auditor Qualifications.” Training records shall be

" maintained in corporate QA files. Subcontractor training shall be performed to the extent

required by individual SWIs and/or procurement documents. Personnel qualifications shall
be documented by professional resumes and other verifiable credentials. Qualification and
certification requirements for Construction Quality Assurance (CQA) inspectors and
receiving inspectors for Task III activities shall be defined in the CQAP and shall be
completed prior to initiating task activities. .

24 Authority of OA Personnel

QA personnel assigned to this project shall have direct access to all levels of the technical
organization of Golder or any of its subcontractors; they are spedifically deiegated the
necessary organizational independence and authority to identify conditions adverse to
quality, initiate corrective action processes, and otherwise ensure proper implementation of :
the QA program discussed in this plan. Such authority extends to the stopping of work, if -
required in response to serious quality problems or extreme situations. -

25 Management Assessments

The QA Manager shall prepare an annual report to Golder management summarizing audit
observations, findings, and any nonconformance activity resulting from inspections or
surveillance. The report shall summarize corrective actions taken, and shall discuss any
quality problem trends observed during the previous year. In addition to the QA
Manager’s report, an independent assessment of the effectiveness of the QA program
prepared for this project shall be made at least annually by an upper management
representative designated by the Office Manager. Both final reports shall include
recomrnendations for any additional corrective action, and shall be submitted to the Office
Manager and President, with copies to the Project Director and the Project QA Manager.
Management assessment reports may address muitiple projects with similar requirements.

it R
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3.0 RESIGN CONTROL
3.1 Task Mapagement Process

The structure and technical content of deliverable plans, procedures, reports, drawings,
laboratory analyses, or other work products shall be controlled by the application of
appropriate QA procedures, All work on this project shall be initiated and controlled by
means of SWis issued in accordance with procedure P-3.0-2, “Specific Work Instructions.”
SWIs shall be prepared by the Project Director or Project Manager, and shall address all
required technical activities. All SW1s require approval by the Project QA Manager or a
qualified designee prior to issue.

3.2 Design Input and Analysis

Basic design input parameters, including reference specifications and conceptual drawings
or sketches, shall be defined in SWIs to the designers in sufficient detail to provide a
consistent baseline supporting design development, analysis, review, and evaluation of
future design changes. All modifications to SWis addressing design input or analysis shall
document the source and rationale for the modifications, and shall be subject to the same
review and approval cycles as the initial SW1 as described in procedure P-3.0-2, "Specific
Work Instructions.” All design analyses shall be performed in compliance with governing
SWI instructions, which shall specificaily require a definition of the objective of the analysis,
definition of design inputs and sources, literature search resuits or other background data,
identification of any assumptions (indicating those which must be verified in the design
process), and identification and full documentation of any computer program applications
made as part of the analysis. All design analyses and supporting calculations shail be
recorded on standard Goider engineering paper; shall be identified by subject, project
number, and analyst's name; shall be checked and approved by the reviewer named in the
governing SWT; and, when complete, shall be retained in the project quality records in
compliance with Section 17.0 below.

3.3 Design Review Requjrements

All design deliverables shall be reviewed and approved prior to submittal to the client in
compliance with P-6.0-1, "Engineering Drawing and Specification Control” and/or P-10.0-1,
“Technical Review”, as appropriate for the type of deliverable. Identical review requirements
appiy to draft documents presented for client review and final documents incorporating
client comments. Reviewer selection, documentation requirements, and other detailed
requirements specific to engineering drawings and specifications are controlled by use of
procedure P-10.0-1, as invoked by P6.0-1; a detailed description of the main features of the
technical review process embodied in P-10.0-1 is provided in Section 10.1 below. Any special
conditions, client requirements, or other applicable quality requirements that may affect the
performance of the review shall be identified on the SWT initiating the activity.

Golder Associates
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3.4 Design Change Requests

All change requests applicable to Golder drawings or specifications shall be documented
and dispositioned as required by P-6.0-1, "Engineering Drawing and Spedification Control."
Change requests applicabie to client drawings and specifications applicable during Task I
shall be initiated using dlient engineering change request procedures as outlined in the
CQAP. :

4.0 PROCUREMENT DOCUMENT CONTROL

All project-related procurement documents shall be prepared, reviewed, and issued as
required by procedure P-4.0-1, “Procurement Document Control." Justification for selection
of suppliers or consultants shall be documented by memorandum and retained in the

project quality records in compliance with Section 17.0 below. Subcontractors shall be
required to work under the provisions of this QAPP to the extent appropriate for the

service or item being procured. QA Program Plan provisions may be invoked directly,
without modification, or, at the Project QA Manager’s discretion, may be interpreted to suit
the complexity of the procurement and/or the subcontractor’s own QA program capabilities,
Subcontractor QA requirements shall be included in procurement documents or in task- -
initiating SWls as discussed in procedure P-3.0-2, "Spedific Work Instructions.”

5.0 INSTRUCTIONS, PROCEDURES, AND DRAWINGS o

QA and technical requirements for all activities affecting quality shall be specified by means * .

of SWI1s, the QAPP, the CQAP, individual QA procedures, and/or technical procedures.
Preparation, review, approval, distribution, and revision control of SW1s is addressed by
P-3.0-1, "Specific Work Instructions”; similar controls applicable to the QA procedures listed
in Figure 2-Z and any technical procedures that may be required by the CQA plan are
controlled by procedure P-5.0-1, "Distribution and Control of Golder Associates Procedures.”
The work plan, the QAPP, and the CQAP shall be reviewed as noted in 10.1.1, and shall be
approved by the Project Director, the Project Manager, and the Project QA Manager. They
shall be subject to the distibution and revision controls described in Sections 8.4 and 8.5 of
P-5.0-1. Preparation, review, approval, distribution, and revision control of engineering
specifications and drawings shall be as specified by procedure P-6.0-1, “Engineering
Drawing and Specification Control”, with the exception that drawing format shall be in
compliance with DOE-RL standards as specified by the client’s COTR.

6.0 RDOCUMENT CONTROL

Ornce dlient approval has been received, the work plan, this QAPP, the CQAP, and their
implementing procedures shall be subject to the controlled distribution requirements
contained in P-5.0-1, Distribution and Control of Golder Assodates Procedures.” Controlled
copies shall be distributed in accordance with procedure P-5.0-1 to designated client

Golder Assoclates
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representatives and to all Golder and subcontractor project personnel performing or

g work. SWIs are subject to similar distribution control requirements as defined
in P-3.0-2, *Specific Work Instructions.” Copies of the current EPA and American Sodety for
Testing and Materials (ASTM) methods applicable to Golder geotechnical laboratory testing
shall be retained in the Golder Geotechnical library, available for laboratory use as required.

All project correspondence or meeting notes that 1) require Golder, Goider subcontractor, or
DQE-RL action; 2) provide information necessary for performing the technical scope of
worlk; or 3) modify or significantly affect the existing technical scope of work, shall be
documented, distributed, and systematically filed in the project QA records in compliance
with procedure P-6.0-2, “Control of Correspondence and- Communications” and P-17.0-1,
*Quality Assurance Records Management.® All telephone contacts that in any way modify
or affect the technical scope, budget, schedule, or contractual quality requirements shall be
confirmed by letter correspondence. All letter correspondence to DOE-RL shall be reviewed
and signed by the Project Director or Project Manager, and shall be retained as project QA
records.

7.0 WSW

Golder procurement activities will be confined to those services, materials, items, and
equipment that are required to support the technical responsibilities defined by the contract
task descriptions. As part of its responsibilities under Task I, Golder will produce baseline
engineering drawings and specifications. The client will assume responsibility under its
own quality program for drawing and specification change control, updates, and translation
into various procurement documents. Quality prog:'am controls applicabie to Golder
procurements are described below.

7.1 Subecontractor Evajuation

All subcontractors shall be evaluated prior to contract or purchase order award; with the
single exception discussed in Section 1.2 above, selection shall be based on sole source
justification, technical evaluation, QA program evajuation, and/or competitive bid as
described in procedure P4.0-1, “Procurement Document Control." Justification for selection
of suppliers or consultants shail be documented by memorandum and retained in the
project quality records in compiiance with Section 17.0 below. All subcontractors shall be
required to work under the provisions of this QAPP to the extent appropriate for the
service or item being procured. Subcontractors shall comply with the specific QA
requirements clauses induded in their procurement documentation and/or accompanying

72 Acceptance of Procured Services

If a subcontracted service resuits in a report, formal comments, analyses, or other work
product, acceptance of the service will normally be by completion of at least one technical
review in accordance with procedure P-10.0-1, "Technical Review®, as described in Section

Goldar Assocliates
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10.0 below. Additional reviews may be required at the discretion of the Project Manager. If
appropriate for a particular task, subcontractors may be requested to perform an internal
independent technical review in compliance with the specific QA requirements of the
applicable procurement document and/or initiating SWI1. If such an option is permitted, the
subcontractor shall submit the completed document with all required review documentation
for final review by the Project Manager prior to submittal to the dient.

7.3 Acceptance of Procyred Items

Acceptance of procured items shall be based on the requirements defined by procedure
P-10.04, "Receiving Inspection.”

Procured items shall be physically marked or tagged with the Golder purchase srder
number, purchase order item number, date of acceptance, and acceptance stamp as required
by P-10.04, "Receiving Inspection.” If field sampling activities by Golder or subcontractor =

-

personnel are required as part of a particular task, sample identification and any chain of
custody control requirements shall be as defined by governing SWis (and/or the CQAP if
performed as part of Task III).

—
i

9.0 CONTROL OF PROCESSES

The structure and technical content of all deliverable pians, procedures, reports, drawings,
or other work products is controlled through the application of the controls defined in this -
QAPP and the procedures referenced herein. The specific processes of construction
mornitoring and inspection required under Task [I shall be as specified by the provisions of
the CQAP and its implementng procedures, as noted in Section 2.2 above.

3R T

i

No spediai processes (i.e., processes requiring prequalification of equipment, personnel, and
procedures) are anticipated for any task under the current contractual scope of work.
Should requirements for the use of such processes arise, however, this QAPP and/or the
CQAP shall be revised to include appropriate procedural controls, either as a project-specific
plan appendix or as a separate procedure developed and approved in compliance with
P-5.0-1, "Distribution and Control of Golder Assodates Procedures.”

Golder Asscciates
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10.0 INSPECTION

10.1 Jechnical Review
10.1.1 General Requirements

All deliverable plans, procedures, reports, drawings, comment responses, recommendations,
or other work products produced as a contractual defiverable shail be subject to
independent technical review in accordance with P-10.0-1, “Technical Review”, by qualified
individuals who have not been directly responsible for the preparation of the document
being reviewed. Technical reviews are in-depth critical reviews that verify the accuracy of
calcuiations, examine the applicability of references, and verify technical adequacy. All
calculations shall be checked, dated, and initialled by both the preparer and the checker
prior to presenting the resulting document for review. The Project Manager or designated
Task Manager shall specify reviewer assignments and any additional review instructions in
the SW1 initiating the activity. Reviewer assignments, any additional review instructions,
and the required review level shall be identified in the SWI initiating the activity. -
Comments made as part of the review process are either mandatory or nonmandatory; all .
mandatory comments shall require formal documentation of comment resolution as
required by the procedure.

.
HEFY IS B

10.12 Subcontractor Technical Review Reguirements

Subcontractor authors may be required to participate in the technical review process as
described in 10.1.1 above. Alternately, subcontractors may be requested to perform internai..
independent technical reviews, if appropriate for a particular task or activity as noted in 7.2 ..
above. In the latter case, technical review requirements shall be based on interpretations or
extractions of P-10.0-1 requirements, tailored for the specific needs of the task by the QA
Manager as part of the procurement document/SW1 review process. If such an option is
permitted, the subcontractor shail submit the compieted document with ail required review
documentation for final review by the Project Manager prior to submittal to DOE-RL. The
Project Manager may request additional reviews in compiiance with P-10.0-1 requirements,
or may dociunent approvai by the letter transmiitting the document to the dient.

102 Surveillance Inspection

Procedure P-10.0-3, “Surveillance Inspection®, provides guidance for conducting surveillance
inspections of field, office, and laboratory testing operations to verify compliance with
governing plans and procedures; surveillance inspections may be requested at the discretion
of the Project Director, Project Manager, Project QA Manager, or the dient's COTR. The
procedure assigns specific responsibilities for schedule development and inspection, and
requires the resolution and corrective action of all observed nonconformances in accordance
with procedure P-15.0-1, *Controi of Nonconformances, Inddent Reporting, and Corrective
Action.® Provisions are included in the procedure for issuing stop work orders if required,

Golder Associates
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10.3 Receiving Inspection

Receiving inspection in compliance with procedure P-10.0-4, “Receiving Inspection”, shail be
performed on all items procured for this project that are directly related to the quality of
deliverable work products, testing, or field activities. Receiving inspection of liner materials
shall also be performed on behalf of the client under Task [II; specific inspection duties over
and above P-10.04 requirements shall be enumerated in the CQAP. All receiving inspection
shall be performed by inspectors designated and certified by the Project QA Manager and
Project Manager. All designated inspectors shail receive formal training in the requirements
of P-10.04 and the CQA, as appropriate, in compliance with P-2.0-1, *Training and
Orientation.”

11.0 JEST CONTROL

Acceptance test plans and procedures, the CQA developed for Task T activities, and/or
other test plans and procedures required as part of particular task activities shall, as
appropriate, require the incorporation of, or references to, detailed technical instructions for: .
test performance. At a minimum, test plans or procedures shall consider the following

items: ' ‘

N

ap b

e Test prerequisites, such as instrumentation and calibration requirements,
applicable design requirements, equipment precision and accuracy requirements,
cautionary information regarding potential sources of error or inaccuracy, a total
equipment list, test personnel qualification requirements, test schedule
requirements, environmental considerations, and data collection or storage
requirements;

* Definition of quantitative and qualitative completion or acceptance/rejection
criteria;

* Definition of any DOE-RL (WHC) and/or Golder inspection, hold, witness, or
surveillance points. At a minimum, in compliance with SD-W031-QAPP-001
requirements, the CQAP prepared under Task UI shall include mandatory client
witness points for bentonite installation, liner installation and welding, electrical
system testing, nondestructive examination of piping welds, pressure testing of
the leachate collection system, and acceptance testing; mandatory client
surveillance points shall be established for asphalt pavement installation, heat
trace testing, leachate collection system pipe welding, and leachate collection tank

integrity testing:
* Methods for documenting or recording test data and resuits; and

» Methods for evaluating test data or test reports.

Golder Assoclates
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All geotechnical laboratory test procedures shall be in compliance with the latest edition of
EPA or ASTM methods as invoked by SWT or CQAP requirements.

120 CONTROL OF MEASURING AND TEST EQUIPMENT

All measuring and test equipment owned or leased by Golder that is used in field or
geotechnical laboratory investigations shall be controlled in compliance with procedure
P-12.0-1, "Calibration and Maintenance of Measuring and Test Equipment”, and the
requirements of the CQAP or applicable SWIs.

130 HANDLING, STORAGE, AND SHIPPING

All handling, storage, and shipping requirements applicable to procured items shall be as
defined in applicable procurement documents in compiiance with P-4.0-1, "Procurement -
Document Control.” Similar requirements applicable to measuring and test equipment shall.
be contained in individual equipment files as described in P-12.0-1, "Calibration and -
Maintenance of Measuring and Test Equipment.” Any specific requirements for
geotechnical laboratory custody controls and spedial handling and storage requirements
shall be included in the SWIs initiating the activity. :

14.0 INSPECTION, TEST, AND OPERATING STATUS

Items, materials, and references procured by Golder shall be accepted by receiving .
inspection and shall be marked or identified with acceptance tags as described in P-10.0-4,
"Receiving Inspection.” Rejected items will be tagged as described in procedure P-15.0-1,
"Control of Nonconformances, Incident Reporting, and Corrective Action.” Facility
construction inspection and completion status reports under Task OI shall be logged and
documented as described in the CQAP; see Section 2.2 above.

15.0 NONCONFORMING [TEMS

Procedure P-15.0-1, "Control of Nonconformances, Incident Reporting, and Corrective
Action”, establishes a system for the identification and reporting of nonconformances related
to the use of approved procedures, drawings, or specifications. It provides for identification
of causes, disposition and implementation of corrective action measures that may be
required to reduce or preclude future occurrences and will appiy to all technical activities
that are completely within Golder purview, Defidencies and nonconformances may be.
observed as a resuit of receiving inspection or surveillance inspection activities as discussed
in Section 10.0 above. For Task III, defects observed as a result of routine construction
inspection shail be-documented and distributed for immediate correction as required by the
CQAP; client nonconformance reporting procedures shall be invoked when such defects are
not corrected within the conditions and guidelines established by the CQAP.

Golidar Assoclates )
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16.0 CORRECTIVE ACTION

As discussed in Section 15.0 above, procedure P-15.0-1, "Control of Nonconformances,
Incident Reporting, and Corrective Action®, provides for the identification of causes,
disposition and implementation of corrective action measures that may be required in order
to reduce or preclude future nonconformances. Corrective action requirements related tc
audit findings or observations are addressed in procedure P-18.0-1, "Audits.” Corrective
action requirements related to defects observed during routine construction inspections
shall be defined in the CQAP.

17.0 QU SURANCE RECORDS

17.1 General Requirements

Project QA records shall be retained and managed as required by procedure P-17.0-1, .
"Quality Assurance Records Management." For the purposes of this project, the function of
Record System Administrator shail be assumed by the Redmond Office Project Secretary.
Duplicate records are required; storage facilities shall meet the duplicate storage
requirements defined in the procedure. The project QA records file organization shall be
defined in the form of a records index, and shall be prepared by the Redmond office Project
Secretary with guidance from the Project Manager and Project QA Manager. The project.
file organization shail be organized to accommodate expansion. Additional sections and
subheadings may be added as required due to increased activity or requirements for more
spedific detail in individual tasks. The records index shall be actively updated; corrections
and additions may be made by hand, but shall be formally updated on at least a monthly
basis. An updated copy of the index shail be routed to the Project QA Manager whenever
it is formally updated. When specified by the client, "permanent” or "nonpermanent”
records classification shall be noted on the records index and maintained on the index
through records turnover.

172 Working Files

Working documents may be retained at the Golder project office, other Golder offices, or
subcontractor fadlities within the allowances of P-17.0-1. Working file organization is at the
discretion of the activity, but must contain all SW1is, all procurement or contractual
documentation, and any other documentation specifically required by the SWis or
procurement documents. Standard metal filing cabinets shall be used for temporary storage
of working documents.

17.3 Records Tumovers

Records turnovers shall be performed at the direction of the dient’s COTR. The Project
Manager shall inform the Project Secretary of any records turnover requirements. The
Project Secretary shall update the project QA records index, remove the original records

Golder Associates
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from storage, and place them in order in individual records boxes. Box indexes and labeis
shall be prepared, based on the updated index. The Project QA Manager or designee shall
review the completed turnover package, and, if acceptable, seal boxes pending turnover to
the dient. Shipping instructions shall be provided by the Project Manager.

" 18.0 AUDITS

One comprehensive internal audit shail be performed by Golder in the first quarter of
project activity; additional audits may be performed at the request of the Project Director,
Project Manager, Project QA Manager, or dient's COTR. All audits shail be performed in
accordance with procedure P-18.0-1, "Audits® by a Lead Auditor and audit team qualified in
compliance with procedure P-18.0-2, "Auditor Qualifications.”

Goldar Assoclates
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I.  PROCEDURE

The purpose of this procedure is to provide guidelines for conducting and documenting
training and orientation of project personne! in the contents of the general requirements,

_plans, procedures, and instructions invoked to control or direct project quality.,

2. APPLICABILITY

This procedure applies to all Golder Associates personnel performing or managing activities
under project-specific Quality Assurance Program Plan (QAPP) requirements.

3 FINITIONS
None.
4. REFERENCES 5

4.1  Golder Associates Quality Assurance Procedure P-3.0-2, *Specific Work Instructions.*

4.2  Golder Associates Quality Assurance Procedure P-5.0-1, "Distribution and Control of
Golder Associates Procedures.”

5. DISCUSSION

Training and orientation of project personnel is a shared responsibility of Project and QA
management. Whenever this procedure is invoked by project-specific QAPP, the QA
Manager or designated project personnel shall provide personnel newly assigned to the
particular type of project a general orentation in the regulatory background and hierarchy
of the plans and procedures selected to control project activities. They shall also provide
specific training in the requirements of the applicable QAPP and referenced QA procedures
that are applicable to the work that will be performed by the trainee(s). Technical direction
is provided in the Spedific Work Instructions (SWIs, see procedure P-3.0-2, "Specific Work
Instructions®) prepared for each task; additional detailed training in the requirements of
$Wis and in any Technical Procedures shall be provided by the Project Manager or
designated project personnel. In all cases, training methods, levels, and documentation
requirements shall be suitable to the scope and complexity of the technical objectives of the
project or task, and shall accommodate variations in individual trainees’ education,
experience, and level of previous training.
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6. ESPONSIBI S
6.1 Manage desi e

The QA Manager is responsible for providing a general orientation in the regulatory
background and hierarchy of project-controiling plans and procedures; for training of ail
project staff in the proper use and application of QA procedures and project-specific QAPPs;
for selecting training methods appropriate for the complexity of the plan or procedure, the
type of personnel assignment, previous training and experience, client requirements, and
other factors; and, for reviewing training session records prior to routing to QA and project

files.

6.2 Project Manager (or designed Task Leader)

The Project Manager is responsible for providing technical direction to project staff through
the use of SWIs; for providing additional training in technical requirements when required
by task complexity; for providing training in the individual technical procedures invoked by
SWIs or the QAPP; for selecting technical training methods appropriate for the complexity
of the task or technical procedure, the type of personnel assignment, previous training and
experience, client requirements, and other factors; for forwarding ail technical training
memoranda, meeting notes, or records to the QA Manager for review: and, for notifying
the QA Manager of any changes or additions to project staff or their functional
assignments.

7. MATERIALS

7.1 Controlled Document Transmittal/Reading Trainirng Memorandum (Exhibit A)

7.2 Personnei Training Record forms (Exhibit B)

‘8. PROCEDURE

8.1 Orentaton

Orientation sessions shall be held by the QA Manager or designated personnel when the
Project Manager advises that technical personnel have been newly hired, or have been
assigned to a particular type of project for the first time.

e
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As a general guideline, orientation sessions should aadress Galder's corporate quality policy,

- background regulatory information, applicable regulations and standards likely to be

encountered by the employee, the general responsibilities of project personnel for
implementing QA program requirements in their work, a general discussion of the rolé of
QAPPs and their implementing QA and technical procedures, and a general discussion of
proper recordkeeping practices. Orientation sessions should be documented using training
record forms as discussed in 8.4.3 below.

82 QA Training

QA training activities shall be initdated whenever new or revised QA procedures or plans
are issued, whenever SWis invoking QA plan or procedure requirements are issued to
untrained personnel, whenever requested by a Project Manager, or whenever deemed
necessary by the QA Manager. Methods, content, and documentation shall be in
accordance with the requirements and guidelines of Section 8.4 below.

83 echnical Traj

Technical procedure training shall be initiated whenever new or revised technical
procedures are issued, whenever SWls invoking technical procedure requirements are -

+ issued to untrained personnel, or whenever requested by the Project Manager. Methods,

content, and documentation shall be in accordance with the requirements and guidelines of
Section 8.4 below,

Additional technical training shall be performed whenever (at the discretion or request of
the Project Manager or designed Task Leader) the complexity of a work assignment
requires additional detailed instruction to emphasize, clarify, or elabarate upon the
requirements of the SWI. Training sessions shall be held as discussed in 8.4.3 below.

84 Tr2ining Methods

The following training methods shall be used singly or in combination based on: the
complexity of plans, procedures, or instructions and their relationship to project quality; the
type of personnel assignment; previous training and experience of the trainee or trainees;
specific client requirements as expressed in the QAPP; and other factors. General guidelines
for methods selection are provided for each type.

' ‘84.1 Reading Training

Project personnel shall be required to read and acknowledge their understanding of all
formally distributed QAFPs, QA procedures, technical procedures, or project-spedfic activity
plans. Since all such documents will be under controlled distribution in accordance with
requirements or procedure P-5.0-1, "Distribution and Control of Golder Assodates
Procedures®, documentation of completion of reading training is provided by signature on
the Controlled Document Transmittal/Reading Training Memorandum (see Exhibit A).

Goldar Assoclates
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Reading training generally may stand alone as a training method when recipients have
been under controlled distribution for previous versions, when revisions are minor, when
the recipient has participated in the development or revision of the procedure, or when
procedure usage by the recipient is likely to be minimal. ’

8.4.2 Training Memoranda

Explanatory memoranda should generally be issued with distributed documents when
procedures or plans are newly issued, or when personnel have not been trained in previous
versions, or when major revisions have been made, or when deemed necessary by the QA
Manager or Project Manager due to Interpretation probiems in actual use. Such
memoranda should summarize the major points of the procedure or pian with emphasis on
any new requirements or changes. Acknowledgement of understanding of the
requirements of individual procedures and training memoranda shall be documented by
signature on the transmittal/training memo (Exhibit A). Copies of the memorandum and
the signed memo shall be retained in corporate QA files and project files when appropriate.

8.4.3 Training Session

Training sessions should generaily be held when QAPP or procedure changes are major in
nature, when they result from significant nonconformances or audit findings or
observations, or whenever additional training relative to SWI requirements has been
deemed necessary by project management. Training sessions should be documented on a
Personnel Training Record (see Exhibit B) or by a memorandum to file supplying the same
information.

8.5 Subcontractor or Consultant Training

Unless otherwise directed by the Project Manager and QA Manager, subcontractor or
consultant training shall be provided by detailed instructions appended to their work
packages, or, if appropriate, by controlled distribution of appropriate plans and procedures.

In such cases, subcontractor or consultant understanding and acceptance of such pians and

procedures shall be documented by signature on the transmittal/training memo (Exhibit A).
Copies of the signed memo and any accompanying memoranda shall be retained in
corporate QA and project files. '

Golder Associates
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TO: Otterson, Joey DATE: 03/27/90
FR: GLENN MILLS ' LOCATION: Seattle

[P

RE: CONTROLLED DOCUMENT TRANSMITTAL / READING TRAINING MEMORANDUM

ACKNOWLEDGEMENT OF RECEIPT AND TRAINING

Attached is your controlled copy of the referenced document(s).
Read each document and destroy aninprcvious revisions in your
possession. Please sign below acknowledging receipt and
completion of reading tralning. If you have any questions,
contact Glenn Mills at (206) B83I=0777.

ACKHOWLEDGEMENT OF RECEIPT
Attached is your controlled copy of the referenced document(s).

Please sign below acknouledging receipt. If you have any
questions, contact Glenn Mills at (206) 883-0777.

Signature Date

DOCUMENT REVISION LEVEL -

TP-1.2~3 ) h
cc: Corporate QA personnel files Return signed transmittals to:

Project file

GOLDER ASSOCIATES 1INC.
QUALITY ASSURANCE GROUP
4104 148TH AVE. N.E.
REDMOND, WA 98052
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EXHIBIT B

Golder Assoclates, Inc.

PERSONNEL TRAINING RECORD
Training Session Date: Trainer:
Reference Requirements, Procedures, Plans or Instructions:
Attendees:
Name (print) Signature Name (print) Signature
Name (print) Signature Name (print) Signature
Name {print) Signature Name (print) Signature
Name {print) Signatuyre Name (print) Signature
Name (print) Signature Name (print) Signature
Summary:

Reviewed by: Date:
cc: QA files
Project file _
Job/Task No.
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1. PURPOSE ' ' .
This procedﬁr’e provides methods for documenting and initiating work using Specific Work

Instructions (SWls).

2. APPLICABILITY
SWiIs shall be prepared under the requirements of this procedure for:

. All work associated with the production of contract deliverables.

. Letters or other communications that contain data, evaluations, results of
analyses, recommendations, or other information which will be used in site
characterization, design, testing, or performance assessment activities.

. Provision of formal comments to the client.

. Initiation or procurement activities, including renegotiation of consulting
agreements. (Note: Project Managers may issue Purchase Orders directly,
without preparing SWls.)’

. Injtiation of field activities.

. Any other situation requiring, at the Project Manager's discretion, a
documented means of assigning work.

3. DEFINITIONS

3.1 Specific Work Instructions (SWI)

SWIs are controlled documents that describe the scope of work or activities to be performed,
and provide specific direction to the extent necessary to achieve the desired resuits, SWis
serve as the basic authorization to perform work and shall be issued to all assigned field,
laboratory, and office personnel prior to the commencement of work. Requirements for the
use of specific procedures or specifications are included; due dates and time charging
instructions may aiso be provided when appropriate.

4. REFERENCES

None.
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5. DISCUSSION
SWIs provide the means for ensuring that personnel performing work are assigned
appropriate project and task numbers; that appropriately detailed guidance for performing

the work is provided; that special requirements or considerations affecting the performance
of the work are identified; and, that internal and subcontractor interfaces are identified

where necessary.

6. RESPONSIBILITIES

6.1 Project Manager

The Project Manager (or designee) is responsible for the initiation and approval of SWIs for
applicable project activities.

6.2 QA Manager

The QA Manager (or designee) is responsible for reviewing and approving SWIs to ensure
compliance with client requirements, and to ensure that applicable procedures and
documentation for the control of quality-related activities have been incorporated.

6.3 Project Secretary
The Project Secretary is responsible for issuing a control number for each SWI, keeping a

current SWI log, filing the SWI in the project QA records, and distributing the SWI as
required by this procedure.

6.4 Technical Staff

Individuals issued SWIs are responsible for completing assigned tasks in accordance with-
the guidelines provided. SWIs shall be retained in the individual’s work area; superseded
revisions of SWis shall be discarded or marked “Superseded.” Questions regarding SW1
interpretation shall be addressed to the Project Manager or QA Manager as appropriate.
7. MATERIALS

SWI Forms (See Exhibit A)
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8. PROCEDURE

8.1 Preparation

SW1s may be typed or handwritten, using the form shown in Exhibit A. The Project
Manager or designated preparer shall fill in all appiicabie portions except for the control
number and file number. The required information for each blank is listed below, keyed to
the numbers in the blanks in Exhibit A.

1.

2.

9.

10.

11.

12.

Project: Enter the client and project name.
Date: Enter the distribution date.

Revision: Enter the revision number.

A ik

Author: Enter Originator’s name.
To: Enter the name of the individual(s) assigned work.
Subject: Enter the title of the applicable task, if appropriate.

Job Number: Enter the Golder Associates job and task number that the work
shall be charged to.

Scope or Work: Briefly state the general scope of activities or purpose of the
work assignment.

Specific Instructions: Provide detailed instructions for completing the task;
include references to technical procedures to be used, equipment requirements,
references to be investigated, or similar details. Provide attachments as
required. [f known, include the manhours ailotted for the activity and the
required completion date.

Reporting Requirements: Describe type of report required, if appropriate, and
provide the name of the individual who should receive the report.

Subcontract Inlerface: Provide the name of subcontractor contacts as
appropriate. '

Special Handling Requirements: Enter shipping requirements, temperature
requirements, special process requirements, special sample processing or special
routing or mailing requirements for reports. .
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13.  Applicable Specifications and Procedures: Enter any QA procedures, technical
procedures, or other applicable work-controlling documents. '

8.2 Control Number System and Log

SWIs shail be controlled through the use of unique numbers and revision levels. The
Project Secretary shall assign a control number to the SWI in sequential order based on the
previousiy assigned number and enter the number where designated by Block 14 of Exhibit
A. A log shall be maintained for all issued SWIs that identifies the number, revision,
originator, recipient(s), and subject. A copy of the first page of each SW1I shall be retained
in a master reference file attached to the Jog. : :

8.3 File Number

The Project Secretary shall assign the file location for the SWI as required by the current
project QA records index. The number shall be entered where designated by Block 15 of
Exhibit A.

8.4 Approval

Completed SWIis shall be forwarded to the QA Manager and Project Manager for review
and approval. The QA Manager shall review the SWI to assure compliance with client
requirements and to ensure that references to applicable procedures and documents have
been incorporated. The Project Manager shall review the SWI for compliance with project
needs, content, and completeness of the instructions. Minor corrections of SW! text prior to
approval may be made by hand, provided that the change is initialed and dated by the
reviewer. The QA Manager and Project Manager shall indicate approval by signing and
dating the SWI.

8.5 Distribution
The Project Secretary shail forward copies of approved SWis to all of the individuais named

in Block 5 of Exhibit A, the QA Manager or Coordinator and the Project Manager. The
originai SWI shall be retained in the Project QA records files.
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8.6 SWI Revisions

Whenever an SWI is revised, the revised version shall go through the same approval
process as the original. Revisions may be marked on the original SWI by drawing a single
line through the old information, adding the changes, and identifying each change by a
small delta enclosing the revision number. If revisions are marked on the original, approval
of each change must be indicated by initials and date. As an alternative, a separate revised
SWI may be prepared. The original document (uniess marked up as the revision,) and the
corresponding entry on the SWI log shall both be marked as superseded to prevent
inadvertent use of outdated documents.

}
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SPECIFIC WORK INSTRUCTIONS [No.: 14.

Project: L. _ e

Date: 2. Revision: 3. Author: 4.

To: 5, . e e s s e e e e e e e e s

ce: QA Coordinstor File No.: 1_5_‘_7””, R

Subject: 6. WBS No.orJob No.: 7. . ...
Scope of Work: . 8. - e
Specific Instructions: 9. i

Reporting Requirements: 0. =

Subcontract interface: _711, N

Special Handling Requirements: ___1Z. __ N )
Applicable Specs. and Procedures: _li,, ,ﬁ, e ~
OIA ;\o-t.v..fcvaolcl-l_e_; _ Project Manager Aporovei/Qate !

)

== Golder Associate

£
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1. PURPOSE .

The purpose of this procedure is to control the procurement of all items, materials, and
services and to ensure the quality of such procurements when they have a direct effect on

project work.

2. APPLICABILITY

This procedure applies to two general categories of procurements:

1) support-related procurements, which are routine and have no direct influence on project
work, and 2) project-related procurements, which do have a relationship or effect on the
quality of work. Although applicable to both categories, most of the requirements of this
procedure address the project-related category, which may include consulting services,
subcontractor services, laboratory services, equipment, materials, or other items.

3. DEFINITIONS

3.1 Procurement Document

A procurement document is a written contract that identifies and/or defines the terms,
conditions, technical requirements, and quality requirements which items or services must
meet in order to be considered acceptable by the purchaser. A procurement document may
be in the format of a consulting agreement, subcontract, or Purchase Order(PQ).

3.2 "Project-Related” Procurement Document

A project-related procurement document is directly related to the quality of the end item or
work product, requiring in-depth review by QA and project personne! to ensure that ail
applicable requirements are properly identified to the supplier or consuitant. As defined
above, the procurement document may be in the form of a consulting agresment,
subcontract, or PO.

3.3 Support-Related Procurement Document
A support-refated procurement document, usually a PO, has no direct relationship to project

quality. As an example, POs for drafting or duplicating services are considered to be
support-related, QA reviews are not required.
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3.4 Requests for Quotation (RFQs)

A Request for Quotation (RFQ) is a document provided to a prospective supplier or
corisultant containing ail the intended provisions of a procurement document, and is subject
to the same approval cycles. Changes resulting from a prospective supplier’s bid response
must be incorporated into the procurement document and be subjected to review and
approval prior to issue.

3.5 Source Selection

Source selection is the process by which potential suppliers of services or equipment are
identified, evaluated and selected. Project-related procurements must receive sole source,
technical, or QA evaluations prior to selection. Support-related services do not require such
evaluation.

3.6 Sole Source

Sole source selection is one option in the source selection process; it involves selection of a
supplier or contractor based on the uniqueness or recognized reputability of the item or
service offered without a formal evaluation of alternative sources. Sole-source selections for
project-related procurements require documentation of the justification.

4. REFERENCES

4.1 Golder Associates QA Procedure P-3.0-2, "Specific Work Instructions”

5. DISCUSSION

This procedure provides a uniform method of assuring that all applicable requirements have
been met on procurement documents. The level of control required depends on whether or
not the procurement has a direct relationship to project quality. The procedure defines the
differences between project-related and support-related procurements, describes the required
content of project-related procurement documents, defines the review process that ensures
inclusion of Quality Assurance (QA) requirements, and provides the methods to be used for
controlling procurement document changes.
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6. RESPONSIBILITIES

6.1 Project Manager

The Project Manager is responsible for 1) initiating the procurement process, either by direct
preparation or by issuing Specific Work Instructions (SWI's, see procedure P-3.0-2), 2)
coordinating the preparation and approval of documents between the Contracts
Administrator and the QA Manager, and 3) providing the technical specifications for the RFQ
or procurement document. The Project Manager is also responsible for ensuring that all
required legal and contractual requirements are incorporated into any RFQ for subcontracted
services or materials, subcontracts or consulting agreements that result from RFQs, and all
extensions or modifications of subcontracts or consulting agreements. If another individual is
delegated responsibility for performing any part of the procurement process, the Project
Manager shall document the request by means of an SWIL

6.2 QA Manager

The QA Manager reviews procurement-initiating SWis, RFQs, and any subsequent changes
{(with the exception of the purely administrative changes noted in 8.4) to ensure that all
customer quality requirements are met and to add subcontractor quality requirements
appropriate for the procurement.

6.3 Office Manager

The Office Manager or designated Administrative Manager reviews and authorizes all
procurement documents (consulting agreements, subcontracts, POs and their extensions or
revisions).

7. REQUIRED MATERIALS

None

°

Y
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8. PROCEDURE

Figure 8-1 is a matrix that relates responsibilities and methods for each type of procurement
document to each stage of the development of the procuremerit documentation. The
followmg sections correspond to the developmental stages of the procurement as they are
listed in the Figure.

8.1 Initiation

Consulting agreements or subcontracts (and requirements for RFQ preparation if competitive
bid techniques are used), as well as project-related or support-related POs, may be initiated
directly by the Project Manager or may be delegated by SWI.

8.2 Definition of Requirements

The requirements for project-related procurements shall be generally defined by the initiating
SWI or, when requested, by the detailed RFQ. Procurement requirements shall be explicitly
included in the documentation, and shall follow the guidelines of section 8.4 below as
appropriate. Additional requirements may be added as part of the QA review process
described in 8.5 beiow.

8.3 Source Evaluation and Selection

8.3.1 Evaluationt and Selection Methods:

Suppliers, consultants, and subcontractors shall be evaluated and selected by methods
appropriate for the category of the procurement and its scope or complexity. It is the
responsibility of the Project Manager to determine whether the services are support or
project-related. The Project Manager shail select the evaluation method most appropriate for
the procurement, consistent with client requirements. In general, project-related
procurements will' use one or more of these techniques, while support-related procurements
will use only the sole source, technical evaluation, or competmve bid techniques. Availabie
methods are as follows:

. Sole Source: Sole source selection may be based on the technical recognition of a
- supplier’s particular expertise and reputation. The Project Manager shall
document sole source justification for all project-related procurements and route
copies to project and QA files.
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Technical Evaluation: Potential contractors or' vendors may be selected based on
a review of their technical qualifications; a trial purchase may be issued at the
Project Manager’s option. Acceptable performance may result in a technical
recomumendation approving the supplier for future use. Documentation of
technical evaluations and/or acceptable performance on a trial purchase order
shall be routed to the project files and QA files if appropriate for the type of
procurement. '

QA Evaluation: When requested by the Project Manager, the QA Manager may
make evaluations by review of supplier’s quality program or procedures or by
on-site survey of a supplier's technical and quality capabilities. Copies of the QA
evaluation or survey report shall be routed to the project and QA files.

Competitive Bid: Selections made by issuing RFQs and evaluating competitive
proposals must be carefully coordinated to ensure that all legal, contractual, and
QA requirements are properly included in the RFQ. Resuits of the evaluation
process and reviews of bidder qualifications shall be routed to project and QA
files. -

8.4 Preparation of Procurement Documentation

Consulting Agreements, Subcontracts, and project- or support-related POs shall be directly
prepared by the Project Manager or as delegated by SWI. All procurement documents shail
provide the following types of information as appropriate for the item or service procurad.

Scope of Work: The document shall provide a statement of the scope of the
work to be performed by the supplier, consultant, or subcontractor.

Contractual Requirements or Addenda: All necessary contract documents shall
be included in the procurement package. Such documents may include standard
terms and conditions, or representations and certifications of the knowledge and
acceptance of various federal, state, or local statutes and regulations.

Technical Requirements: All necessary technical requirements, such as
compliance with design drawings, design specifications, procedures, codes,
traceability requirements, or regulatory requirements shall be defined. Controlled
copies of drawings and specifications shall be transmitted with the procurement
documents wherever required,

QA Requirements: Al project-related procurement documents shall contain a
clause requiring the supplier tn provide unhampered access to his facilities for the
purposes of source inspection, surveillance inspection, or audit. Inspection
requirements or other quality requirements appropriate for the item or service
shall be included by other appropriate quality clauses or by reference to

ot B —
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separately prepared inspection pians; the level of detail required in such clauses
shall be commensurate with the type of procurement, supplier quality capabilities,
quality history, and other factors.

. Documentation Requirements: The procurement document shall specify any
documentation or reporting requirements applicable to the supplier, consuitant,
or subcontractor. Documentation requirements may be expressed by individual
quality clauses or in the body of the procurement document, and shall define
required due dates, retention times, and disposition upon compietion of the
contract. '

. Nonconformances: When appropriate for the type of procurement; definition of
and requirements for reporting of nonconformances shall be included in a
specific clause.

. Spare and Replacement Parts: When complex equipment is procured, the
procurement document shall require the suppler to identify appropriate spare and
replacement parts and define any appropriate calibration, retesting, or other
activity required for ordering, servicing or repair of the equipment.

8.5 Review and Approval

All procurement documents shall be reviewed by the Project Manager to ensure the
inclusion of provisions that will ensure that the items or services to be provided will mest ali
Goider and client requirements. Project-related procurement documents aiso require the
review and approval of the QA Manager in order to ensure that ajl required quality
provisions are included. [f warranted by the compiexity of the procurement, inspection plans
shall be prepared that identify the specific characteristics to be inspected and the inspection
method required. Plans shall be prepared in checklist format, shall be sequentially numbered
and identified to the Golder job and task number, and shall be reviewed and approved by
the QA Manager prior to use. Inspection plans shall not be provided to the supplier or
subcontractor, shall be identified by number in the body of the procurement document, and
shall be forwarded to the project QA records when compiete. See procedure P-10.0-4,
"Receiving Inspection” for additional details on inspection pian use.

Objective evidence of review and approval shail be provided by the Project Manager and QA
Manager's signatures on the procurement document.
8.6 Authorization and Final Approval

All procurement documents require authorization by the Office Manager or designated
Administrative Manager prior to issue. :

i
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8.7 Change Control .
All changes made as a result of an RFQ response or precontract negotiations shall be
incorporated into the final procurement document prior to issue; the changes shail be
evaluated in terms of effect on the original technical, quality, and other requirements.
Modifications to desigrt or procedures shall be evaluated, and technical and QA requirements
shall be modified as necessary prior to issue. All subsequent changes shall be subject to the
same review and approval cycle as used in the preparation of the original documents, with
the exception that any revisions made purely for administrative or budgetary reasons shall
not require QA review,

8.8 Records Requirements

Procurement-related records shall be retained to the extent appropriate for each procurement
type. Project records should contaih the following types of documentation:
Final-approved procurement documents, with all revisions and attachments
Initiating SWis _

RFQs and competitive bid responses

Competitive bid evaluation information

Sole source justification (if performed)

Technical justification (if performed)

QA evaluation (if performed)

Corporate QA files shall contain copies of all QA evaluations, by supplier or consultant.
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1. PURPOSE

This procedure establishes uniform methods for prepardtion of technical and Quality
Assurance (QA) procedures, and pro;ect-specxﬁc QA plans. Provisions are also made for the
control of the distribution and revision of procedures and pians.

2. APPLICABILITY

The procedures and format described herein are applicable to all Golder Associates Inc.
technical and QA procedures, and QA plans. Other types of technical plans, e.g., technicai
work plans and test plans, may be distributed and revised in accordance with this procedure

at the discretion of the QA Manager.
3. DEFINITIONS

3.1 Technical Procedure

A technical procedure is a document that specifies or describes in detail how a technical )
activity is to be performed. Technical procedures include methods to be employed, equipment
or materials to be used, and a planned sequence of operations. Technical procedures are
designed to either provide or require a test data sheet, test log, or other work completion
records that will provide objective evidence that work was performed in compliance with
approved instructions and with appropriate quantitative or qualitative acceptance criteria. To
the extent possible, technical procedures shall be written in such 3 manner as to permit their
use on any project. Unique project reqmrements may be provided for by a project-specific
addenda to standard procedures.

T

3.2 Procedure

A procedure is a document that outlines detaiied activities required for implementation of a
quality assurance program.

3.3 Quality Assurance (QA) Plan

A QA plan is a program- or project-specific quality planning document that describes the
project organization, specifies project QA requirements, and identifies the applicable Golder
Assodciates [nc. procedures, national standards, regulatory guides, codes, or other regulations
that affect or direct the performance of project activities.
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4. REFERENCES

None.

5. DISCUSSION

Technical procedures, QA procedures, and QA plans shall be prepared, identified, distributed
and controlled by the methods and format described in this procedure. Distribution control
requirements may aiso be applied to other types of work-controlling plans (such as test plans
or technical work plans) at the discretion of the QA Manager. Revisions of all procedures and
plans require the same level of review and approval as the original documents. The author
originating a technical or QA procedure or QA plan is responsible for soliciting internal
review comments. The author is responsible for resolving comments and obtaining all
required approvals.

6. RESPONSIBILITY

6.1 Authors

Authors of technical and QA procedures and QA plans are responsible for obtaining informal
reviews from technical or QA staff as appropriate, and for routing procedures and plans
through the final review process. Authors are also responsible for resolving all comments
resulting from the final review process and for forwarding reviewer comments to the
corporate QA files.

6.2 QA Manager

The QA Manager is responsible for reviewing and approving all technical and QA procedures,
QA pians, and revisions for compliance with applicable requirements prior to submittal for
final approval. The QA Manager is also responsible for systematic controlled distribution of
all plans and procedures subject to the requirements of this procedure.

6.3 Senior Technical Staff

Senior staff with experience appropriate for the discipline involved shall participate in the final
review and approval of technical procedures, or procedure revisions which may be necessary
for compliance with specific client requirements.
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6.4 Office Manager

The Office Manager is responsible for performing final review and approval of all QA
procedures and revisions. '

6.5 Project Manager

" The Project Manager is responsibie for performing final review and approval of program- or

project-specific QA plan and revisions.

6.6 Users .

Users of procedures and plans are responsible for maintaining copies of all issued controlled

. documents, and for returning them when requested. Users are responsible for understanding

and implementing the provisions of the distributed procedures and plans, and for participating
in training sessions or completing reading training assignments for new and updated
procedures and plans. .

7. EQUIPMENT OR MATERIALS -

. Controlled Document Transmittal/Reading Training Memorandum (Exhibit A)

. Interim Cﬁange Notice (ICN, Exhibit B).
8. PROCEDURE

8.1 Document Preparation

8.1.1 Preparation of Technical and QA Procedures
Technical and QA Procedures shall be prepared in accordance with the following guidelines:
. Purpose: Briefly describe the specific pt.irpose of the procedure. .

J Applicability: Identify the work activities and/or groups to which the procedure
applies.

£
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. Refinitions: Define words and phrases having special meaning within the
procedure.

. References: List all cited reference documents, such as other related Golder
Associates Technical or QA procedures, applicabie regulatory guidelines, codes, or
standards.

. Discussion: Include a brief, general explanation of the use of the procedure.

. Responsibility: Identify the organizational positions and responsibilities of the
individuais charged with the implementation of the procedure.

. Equipment or materials: Identify any equipment, materials, or special forms
necessary to support the activity described. :

. Procedure: Describe the specific step-by-step procedure or instructions to be
followed. When appropriate, provide a flow chart as an exhibit to enhance user _ﬁ
understanding.

The procedure shall contain all information necessary for proper implementation. Such
information might include data sources, computer programs to be used, specific QA hold
points, documentation requirements, and acceptance, rejection, and/or compietion criteria.

Each of the subject headings listed above should be developed to the extent appropriate for

the procedure. If no detailed discussion is required, "none" shall be placed under the heading.

The author of the procedure shall determine which groups or individuals may be affected by

the procedure and shall obtain informal comments prior to presenting a final draft for review.

8.1.2 Preparalion of QA Plans

The content and format of QA plans shall be in accordance with the contractual QA
specifications, and will normally be prepared in compliance with one or more standard QA
program guidance documents. If no guidelines for QA plan preparation are specified in the
contract, QA plan format shall be as directed by the QA Manager.
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8.2 Document Identification

8.2.1 Identification of QA Procedures
New QA procedures shall be dated and assigned unique letter-number designators by the QA
Manager. The compiéte letter-number designator for a QA procedure shall include the
following:

. The letter P°

. The applicable basic requirement number as identified by the QA Manager or
applicabie quality policy directives

. A secondary series number
As an example, the first QA procedure for document or drawing control would be as follows:

Quality Assurance Series

procedure preﬁ\ number
P

Basic requirement number for drawing control

The first revision of this procedure would be indicated as P-6.0-1, Rev. 1.

8.2.2 ldentification of Technical Procedures
New technical procedures shall be dated and assigned unique letter-number designators by
the QA Manager. The letter-number designator for a technical procedure shall include the
following:

. The letters "TP"

. The applicable discipline number and specific activity number

. A secondary series number
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The following discipline numbers are established for identification of Technical Procedures.

Qc v ]l Qe - '!- :I be
Field Investigations 1.0
Special Studies 20
Laboratery Testing 3.0
(Reserved) 4.0
Data Gathering 5.0
Preparation of Maps or Specialized Graphics 6.0
Geologic Analysis 7.0

Specific activities for each discipline shall be numbered consecutively as technical procedures
are written. For example, the second Technical Procedure written for surveying activities
supporting field investigations would be as follows:

. Techrical Series =
Procedure number
prefix \ \
/}1.
Discipline number Specific Activity number

The first revision of the technical procedure would be noted as TP-1.1-2, Rev. 1.

8.2.3 Identification of QA Plans

The cover sheet of each QA plan shall include the Htie of the plan, the revision level, the
client, the client contract number, the Goider Associates job number, and approval signatures
(see section 8.3.3). No unique document number is required.

8.3 Document Review and Approval

8.3.1 Technical Procedures Review and Approval

The author of a technical procedure shall obtain at least one informal review for technical
content by appropriate personnel prior to initation of the formal review cycle. The author
shall then route the procedure to the QA Manager and an appropriate senior technical statf
member for review and approval. Subsequent comments shall be rescived by the author to
the reviewers’ satisfaction. A cover sheet indicating the current revision level shall be routed
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with the final draft for approval signatures. All review comments made during final review
shall be retained in the Corporate QA files and shall be identified to the individual reviewer.

8.3.2 QA Procedure Review and Approval

The author of a QA procedure shall route the procedure to the QA Manager and the Office
Manager for review and approval. Subsequent comments shall be resolved to the reviewers
satisfaction. A cover sheet indicating the current revision level shall be routed with the final
draft for approval signatures. Any review comments made during final review shall be
retained in the Corporate QA files and shall be identified to the individual reviewer.

8.33 QA Plan Review and Approval

Qﬁ; plans shall be reviewed and approved in accordance with the contract QA specifications,
or, if no guidelines are specified in the contract, as directed by the QA Manager. Ata
minimum, however, all QA plans shall be reviewed and approved by the Pm)ect Manager and

the QA Manager.

8.3.4 Client Approval Considerations

The QA Manager shall determine when client approval of new documents or revisions is
required. When client approval is required, the QA Manager shall make the necessary

submittals and coordinate resolution ot any client comments. =

8.4 Distribution

All procedures, QA plans, various technical plans, as required, and subsequent revisions and
interim changes, shall be issued either as controlled documents or for information only, as
determuned by the QA Manager. In all cases, the first page of the issued document shail be
marked ar stamped to indicate whether it is controled or for information only. The QA
Manager shall supervise distribution of copies of documents to al) affected individuals and
departments, and shall supervise external distibution to field offices, subcontractors,
consultants, or clients. Each controiled document shall be distributed with a controiled
document transmittal/reading training memorandum (see the exampie in Exhibit A) indicating
which document and revision level was issued. The individual receiving the document shail
follow the instructions of the checked requirements, sign the memo, and return it to the QA
Manager for filing in Corporate QA personnel files. Appropriate procedures and plans shall
be distributed to personnel prior to the initiation of work. Task Leaders or Project Managers
shall provide definition of distribution needs when required. All documents shall be returned
to the QA Manager upon termination of employment or upon request if there is no longer a
requirement for their use.
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8.5 Document Revisions

8.5.1 Technical and QA Procedure Revisions

All QA procedures currently distributed for project use shail be reviewed on at least an anrnual
basis. Technical procedures shall be reviewed at least bienniaily. The QA Manager is
responsible for coordinating the review of QA and technical procedures. All or portions of
any required revision may be deiegated by the individual responsible for review, Revised
procedures shall be reviewed in the same manner as the previous version per the
requirements of paragraph 8.3. Reviewers shall assess changes that may be required by the
latest editions of applicable national standards, regulatory guides, codes or other reguiations.
Reviewers shall evaluate suggested changes that may have accumuiated during the previous

_ year, and incorporate if appropriate.

8.5.2 Plan Revisions

Requirements for periodic QA plan review may be inciuded in each individual plan. Ata
minimum, however, QA plans shall be revised as necessary to accommodate changes in
contract requirements, or changes in applicable standards, regulatory guides, codes, or other
regulations. If necessary, QA plans and other technical work pians or test pians controlled by
this procedure may be revised on an interim basis. Interim changes to plans shall be
documented on an Interim Change Notice (Exhibit B). All ICNs and pian revisions shall be-
approved in the same manner as the original plan. Each ICN shall be assigned a unique
sequential number, and shall be clearly identifiabie to the associated plan and revision level.
Interim changes shall be incorporated into subsequent revisions of plans as appropriate. ICNs
shall be listed with the applicable plan on the Master Plan Index (see section 8.6).

8.5.3 Revision Level Idenlification

Each page of a revised procedure or plan shail contain the page number, date, and the most
current revision number. The revised sentence or paragraph of each page of a revised
document shall be indicated with a vertical line in the right hand margin. Revisions shall be
numbered and the revision history documented on the record of revisions page of each
document. A controiled copy shall be transmitted to each individual or organization on
controlled distribution as described in section 8.4. Records of all previous versions of
procedures and plans shall be maintained in the Corporate QA files. All recipients of a revised

- document shall immediately remove the obsolete documentfrom their personal notebook and

destroy it or return it to the QA Manager with the signed document distribution and reading
training memorandum. :
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8.6 Master Procedure and Plan Indexes

A master procedure index and a master plan index shall be maintained under the supervision =
of the QA Manager. The procedure index shall include all active procedures by number and
title and the current revision of each. The plan index shall include all active, controlled plans
by title, the current revision of each, and all outstanding Interim Change Notices for each
plan. The indexes shall be updated with each status change (i.e., updating revisions, adding
newly approved -documents, or removing documents determined to be obsoiete), and shall
include the index issue date. The indexes may be updated by hand on an interim basis, but
shall be formally updated at least quarterly. A copy of each issue shall be forwarded to the
QA Manager. -
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Exhibit A

Otterson, Joey PATE: 07/05/89
GLENN MILLS LOCATION: Ssattle
CONTROLLED DOCUMENT TRANSMITTAL / READING TRAINING MEMORANDUM

c2: Corporate QA personnel files Return signed transmittals to:
Project file

ACXNOWLEDGEMENT OF RECEIPT AND TRAINING

Attached is your controlled copy of the referenced decument(s).
Read sach document and destroy any previous revisions in your
possession. Please sign below acknowledging receipt and

conpletion of reading training. If you have any guestions,
contact Glenn Mills at (206) 883=0777.

ACKNOWLEDGEMENT OF RECEIPT

Attached is your controlled copy of the refersncad decument(s).
Please sign below acknoviedging receipt. If you have any
questions, contact Glenn Mills at (206) 883~-0777.

Signature

LDate

DOCUMERT REVISION LEVEL

P=10.0=1 ig

GOLDER ASSOCIATES INC.

QUALITY ASSURANCE GROUP
4104 148TH AVE, N.E.

i ) REDMOND, WA 9380%2
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INTERIM CHANGE NOTICE
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S

Job No. JCN Ne.
Plan Title

Plan Revision, Page , Section __
Description of Change: -

Approvals

Name Tide Date

Name Tite l Date

Name Titje Date

Name Tite Date

Piease file this Intennm Change Notice with your controlled copy of the referenced plan.

Goider Associstes
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Added 8.7.1, revised to clarify document storage
considerations.
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1. PURPOSE

This procedure describes the standard format, review and approval process, and distribution
control methods for Golder Associates Inc., engineering drawings and specifications.

2. APPLI(;_ABILITY

This procedure applies to the preparation and control of engineering drawings prepared by
both computer-aided and manual drafting techniques, and to engineering specifications.

3. DEFINITIONS

3.1 Engineering Drawing

An engineering drawing is a detailed graphic representation that defines the physical and
operational design of a fadility, structure, system, or component. An engineering drawing is
governed by the requirements of this procedure when one or more of the following criteria
are met:

. manufacturing details, views, dimensions, tolerances, or parts lists are provided

. three-dimensional, orthographic, or other representations that provide dimensions
or direct instructions, that will be used to control assembly or interfaces with
other systems, structures, or components ‘

«  the representation is subject to detailed design changes due to changing interface
requirements with other systems, structures, or components

Engineering drawing criteria are not intended to apply to geclogic maps, conceptual
representations, planning documents, textual presentations, or sketches within test plans or
test procedures. Review and approval of maps is controlled by procedure P-10.0-2, "Technical
Review of Maps". Other representations are reviewed and approved within the context of
their parent documents as required by QA procedure P-10.0-1, "Technical Review.”

Ca
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3.2 Eng'ineering Specification

An engineering specification is a2 controlled document defining the complete design
requirements of a system, system element, component, or equipment item. The engineering
specification contains all detailed design information as well as technical information required
for procurement including requirements for supplier acceptance testing and documentation.
It may also contain information relative to handling and storage, shelf life, installation, pre-
instailation checkout testing, and routine maintenance.

- 3.3 Computer Aided Design (CAD) System

A computer aided design system is a computer system dedicated to the design and
production of detailed graphic presentations, including engineering drawings.

3.4 Drawing/Specification Change Request (DSCR)

A drawing/specification change request is a standard form used to provide the details of a
drawing or specification change. The DSCR must be reviewed and approved by the Project
Manager, the QA Manager, and designer prior to release. DSCR’s are uniquely numbered
and, when incorporated, will be referenced in the revision change block on the drawing or
first page of the engineering spedfication. '

3.5 Drawing/Specification Transmittal

A drawing/specification transmittal is a standard form issued by the Document Custodian to
transmit and confirm receipt of drawings, specifications, or DSCRs. '

4. REFERENCES

4.1 Golder Associates QA Procedure P-3.0-2, "Specific Work Instructions”

4.2 Golder Associates QA Procedure P-10.0-1, "Technical Review”

4.3 Golder Associates QA Procedure P-10.0-2, "Technical Review of Maps

s,

4
i
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4.4 ANSI Y-14.1, "Drawing Sheet Size and Format”

5. DISCUSSION

Golder Associates’ engineering drawings and specifications are produced in a standard
format that identifies the revision level and approval for each revision, revision history, and
project applicability. Once a drawing or specification is formally approved, it is a controlled
document and all subsequent changes must be initiated by a Drawing/Specificaion Change
Regquest (DSCR). Each drawing/specification revision and DSCR must be approved prior to
issue. Upon approval, a DSCR is considered part of the controlled drawing/specification to
which it applies and work must be performed in accordance with the change.

6. RESPONSIBILITIES

6.1 Project Managér or Designee

The Project Manager (or Designee) is responsible for issuing SWIs which injtiate
drawing/specification preparation and review activities and for review and approval of
drawings/ specifications and changes thereto.

6.2 Designer

The Designer is responsibie for developing drawings/specifications based on SWI request,
resolving and incorporating review comments, and initiating or approving DSCRs.

6.3 [HNustrator

The illustrator is the CAD or drafting technician who is responsibie for translating conceptual
drawings, design, or other information to reproducibie master drawings in the general format

indjcated herein. The illustrator is aiso responsible for incorporation of all changes as
required by approved DSCR’s. '
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6.4 Document Custodian
The Document Custodian is responsible for maintenance of the drawing/specification issue
and control system, issuing Drawing/Specification Transmittals and maintaining controlled
storage of the latest approved version of the master drawing and, for drawings prepared
using the Computer-Aided Design (CAD) system, magnetic disk or tapes.

6.5 Quality Assurance Manager (or Designee)

The Quality Assurance Manager is responsible for reviewing and approving
drawings/specifications and DSCRs.

7. EQUIPMENT OR MATERIALS -

ERTRT

None.

8. PROCEDURE

‘8.1 Preparation and Approval of Master Drawings

The Project Manager initiates the production of a drawing by issuing a Specific Wark
Instructon (SWI} in accordance with P-3.0-2. The SWI] shall assign responsibility for the
design, as well as the review and approval of the drawing.

Attachment A is a graphic representation of the drawing preparation, review and approval
cycle described below.

8.1.1 Drawing Preparation

Based on SWT request, the drawing designer shall provide conceptual drawings, sketches, or
other instructions to the illustrator for the production of preliminary drawings. Drawing
content shall meet the requirements identified on the initiating SWI. Level of detail shall be
commensurate with the intended use of the drawing. Information such as dimensions,
tolerances, parts lists, installation sequences, and other completion or acceptance criteria shall
be included as appropriate. When the preliminary drawing is developed to the satisfaction of
the designer, it shall be marked "Preliminary Draft", and at the discretion of the designer,
circulated for informal comments. Informal comments need not be resolved and may be
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incorporated at the designer’s discretion. When a draft has been prepared to the satisfaction
of the designer, the illustrator and designer shall sign it in the space provided. This draft is
considered the review draft.

8.1.2 Review and Approval of Drawings

The draft shall be issued for review as designated on the SWI. Copies for review shall be
marked Review Draft". All reviews shall be conducted in accordance with QA procedure
P-10.0-1, Technical Review. As a minimum, a review by the Project Manager and QA
Manager (o? their designees) is required. The Project Manager may assign additional
reviewers based on the complexity of the drawing, system interface requirements, or other
concerns. Comments shall be documented on a Review Comment Form (RCF) and marked
directly on the review draft by the reviewer. The review draft and RCF shall then be
returned to the designer for resolution and comment incorporation. When all review
activities are completed, the master drawing shail be routed to the reviewers for approval
signatures. If Client approval is required by contract, it shall be obtained after ail Golder
approval signatures have been applied to the drawing. All SWIs, review drafts and
associated RCFs shall be routed to the project files.

8.1.3 Drawing Format

Drawing format and sizes shail be in general accordance with ANSI Y14.1 guidelines, with
zone designators and title and revision block layout typically as shown in Attachment B. All
drawings shall carry Golder Associates job numbers, Work Breakdown Structure (WBS)
numbers if provided by the client, and a project-unique drawing number assigned by the
Project Manager. Revision leveis shall be uniquely identified by sequential number or letter
designations. Revision history shall be incorporated into the drawing in the revision block
shown in zone D1/D2 of the example shown in Attachment "B".

8.2 Preparation and Approval of Master Engineering Specifications

The Project Manager initiates the production of a specification by issuing a SWI. The SWI
shall assign preparation, as well as review and approval responsibilities.

Attachment C is a graphic representation of the specification preparation and review cycle
described beiow.
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8.2.1 Specification Pr'eparation

Based on the scope of the SWI, the designer shall develop a preliminary draft document.
Specification content shall meet the requirements identified on the initiating SW1. Level of
detail shall be commensurate with the intended use of the spedification. Information such as:
supplier qualifications; procurement requirements; equipment testing, handling, and storage
details; installation and maintenance requirements; and acceptance or completion criteria
shall be included as appropriate. The document shall be marked "preliminary draft® and, at
the discretion of the designer, shall be circulated for informal comments. Informal comments
need not be resolved and may be incorporated at the discretion of the designer. When the
specification has been prepared to the satisfaction of the designer, he shail sign the cover
sheet in the space provided. This draft of the specification is considered the review draft.

8.22 Review and Approval of Specifications

The draft shall be issued for review as designated on the SWI1. Copies issued for review shall
be marked "Review Draft". All reviews shall be conducted in accordance with QA procedure
P-10.0-1, Technical Review. As a minimum, review by the Project Manager and the QA

Manager is required. However. the Project Manager may assign additional reviews based on
the complexity of the specification, or other concerns. Comments shall be documented on an

RCF and marked directly on the review draft by the reviewer. The review draft and the RCF

shall then be returned to the designer for resolution and incorporation of comments. When
all review activities are complete, the master specification shall be routed to the reviewers for
approval signatures. [f Client approval is required by contract, it shall be obtained after all
Golder approval signatures have been applied to the specification. All SWis, review drafts
and ‘associated RCFs shall be routed to the project files.

8.2.3 Specification Format

The specificationt cover sheet shall contain, as a minimum, the Goider Associates job number
and a project unique specification number assigned by the Project Manager. It shall also
contain the revision level, identified by sequentiai letter or number designators, revision
hustory and approval signatures.

8.3 Drawing/Specification Change Reguests

All drawing and specification changes shall be initiated by a Drawing/ Spedfication Change
Request form (DSCR, see Attachment D). Change requests must contain a complete and
clear description of the change, in the form of a sketch if appropriate. A DSCR may be
initiated by the designer or other project personnel. Each request must be approved by the
same groups or individuals who approved the drawing or specification being changed. If the

-

}

-

-
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DSCR was not initiated by the designer, the designer’s signature is also required. After the
DSCR is approved, it is considered part of the controiled drawing, and work must be
performed in accordance with the change.

8.4 Drawing/Specification Revisions

Drawing/specification revisions are the result of approved DSCRs. Drawings/ specifications
shall be revised exactly as described on the DSCRs. All incorporated DSCRs shall be noted in
the revision block. Changed areas in the drawing/spedfication shall be marked by a small
deita enclosing the new revision level designator, The revised master shall be reviewed and
approved in accordance with sections 8.1.2 and, 8.2.2 above, by the same groups or
individuals who approved the previous revision.

o
o

8.5 Issue and Control Requirements

Engineering drawings, specifications and DSCRs are controlled documents and copies shall”
be marked as such when issued, Unauthorized copies of controlled documents are not
permitted. “Information only” copies may be requested through the Document Custodian.
An active distribution control system shall be maintained by the Document Custodian to
assure that each document hoider is issued the appropriate DSCRs and revisions. Base
drawings/specifications are issued to personnel as directed by the Project Manager. When
revisions or DSCRs occur, the Document Custodian shall issue them to document hoiders via
a Document/Specification Transmittal form (see Attachment E). Document holders shall sign
for receipt of the documents and return the Transmittal to the Document Custodian.
Superseded drawings, specifications, and DSCRs shall be destroyed or returned to the
Document Custodian, with one exception: superseded documents with handwritten working
information may be retained only if plainly marked "Superseded - For Information Only".

8.6 Procurement Considerations

All engineering drawings or specifications issued to suppliers or subcontractors shall be
controiled as indicated in 8.5. Documents that are included in bid packages are not
controlled and will be marked “Information Only." These documents will be upgraded to
controlled documents oniy if a procurement follows bid activity.
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8.7 Document Storage

8.7.1 Work in Process

The designer and illustrator are responsible for storage and safekeeping of all work in
process. During non-working hours, ail work in process shall be protected from damage and
tampering; computer disks containing work in process shall be stored in a fire-resistant file
room.

8.7.2 Drawing/Specification History File

A Drawing/Specification History File shall be established for completed documents within the
Project QA Records files. All review documentation shall be stored in the History File, along
with a copy of the approved drawing/specification marked "File Copy - For Information
Only". A copy of each subsequent DSCR shall also be marked as a file copy and added to

“the History File. When a DSCR is incorporated, the original shall be marked "incorporated”

and filed with the documentation for the drawing/specification into which it was
incorporated.

8.7.3 Master File

Approved masters, associated magnetic media, if applicable, and outstanding DSCRs shall be
stored under the direct control of the Document Custodian in a Master File. The Master File
is an active file which shall contain only current drawings/specifications and DSCRs. The
Master File shall be the basis for all controlled drawing/specification distribution, and shall be
located in an access-controlled fire-resistant file room.

8.8 Master Drawing/Specification List

8.8.1 A master drawing list and a master specification list shall be maintained by the
Document Custodian. The lists may be issued on a project-specific basis, or may be all
inclusive, but shall include all approved drawings/specifications by number and title, the
current revision of each, and the date of drawing or specification approval. The list shail be
updated with each status change, (i.e., updating drawing or spacification revisions, adding
newly approved drawings or specifications, or removing drawings or specifications
determined to be obsolete), and shall include the list issue date. Master lists may be updated
by hand on an interim basis, but shall be formally updated at least quarterly. A copy of each
issue shall be forwarded to the appropriate Project Manager.
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1. PURPOSE

This procedure defines the methods for documenting and controlling all incoming, outgoing
and internal correspondence and conununications, including the documentation of project-
related meetings and telephone conversations.

2. APPLICABILITY

This procedure applies to all project-related incoming and outgoing corresponding or
communications. It aiso applies to all meetings or telecons that may affect project activities
in any of the following ways:

» GAl, dient, or subcontractor action or response is required.,

« information necessary to the management or the conduct of project activities is
transmitted, or ’

'« the scope of project activities is modified

3. DEFINITIONS

None.

4. REFERENCES

None.

5. DISCUSSION

All project-related incoming, outgoing, and internal corununications and correspondence
shall be appropriately documented, distributed, and filed. This requirement applies to all
formal communications, such as letters and transmittals, and the documentation of informal
communications (such as meeting notes), notes from telephone conversations, and
electronic mail (telex or telefax). In all cases the information shall be routed through the
appropriate Project Secretary for proper handling, logging, distribution, and filing in the
project QA records. All correspondence and records of communications become a part of
the project QA records under the controls provided by this procedure.
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6. RESPONSIBILITY
6.1 Project Secretary
The Project Secretary is responsible for i'ssuing control numbers for all incoming and

outgoing correspondence and communications, logging the communication, copying, and
distributing the documents to required individuals and the correspondence project QA files.

« 6.2 Technical Staff

‘ All technical staff are responsible for docurnenting project-affecting telephones cails and
o~ meetings, and for routing all incoming, outgoing, and internal project correspondence and
communications to the Project Secretary for proper handling, and distribution.

L
153

A 7. EQUIPMENT OR MATERIALS
o .

. None.
£
2

8. PROCEDURE

£ - -
0. 8.1 Documentation of Telephone Cails and Meetings
— All project-affecting telephone calls or informal meetings (as defined in 2.0) shall be

documented on a Golder Associates TelecornvContact Memorandum form (see Exhibit A) or

memo to file. The originator shall designate the desired distribution and forward the

o docu.rnen‘t to tf'!e appropriate Pro_ject Secretary for logging, copying, and distribution to all
required individuais and the project QA records.’

8.2 Routing of Correspondencefl‘e!c?:onsfMeeting Notes

All incoming and outgoing correspondence affecting a project (as defined in 2.0) shall be
routed as soon as possible through the appropriate Project Secretary for logging, copying,
and distribution to all required individuals and the project QA records. Internal
correspondence shall also be routed through the secretary for copying and distribution as
appropriate.

8.3 Assignment of Control Numbers and Filing

Unless otherwise directed in individual project QA programs plans, incoming or outgoing
letters, telecopier messages, transmittals or project-affecting telecons shall be assigned a
unique code number by the Project Secretary. The numbering system shail begin with a
project-unique letter designator, as determined by the Project Secretary, followed by
sequentially assigned numeric digits. An " for incoming and an "O" for outing may also be
used to assist with correspondence identification.
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8.3.1 The assigned number shall be recorded on the first page of the communication and in
the appropriate (incoming or outgoing) communication log. The Project Secretary shal
maintain the appropriate logs and sequence of numbers for each type of communication
defined in 8.3.2. Several types of communications may be combined in a single log, as long
as the retrievability of the information is assured. The logs shall be clearly labeled as to
type, and shall be maintained by the Project Secretary.

8.3.2 Files shall be maintained for ail of the following types of incoming and outgoing
project-related correspondence and communications:

Letters

Telecopier/Telex messages

Telephone Conversations/informal Meeting Notes (Telecon/Contact memos)
Transmittals

>

’
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1. PURPOSE

This procedure establishes the requirements for formal evaluation of the technical and
quality related aspects of written documents presented to the client as work products or
contract deliverables.

2.  APPLICABILITY

This procedure is applicable to all Golder Associates Inc. reports, recommendations, test data
swmmaries, procedures, plans, or other technical documents that are produced as contract
deliverables. The procedure may also be invoked for other types of documents as required
by project specific QA Program Plans, or when specifically requested by management.
Typical documents requiring technical review include: project-specific scoping documents,
test procedures, and plans; formal review comments related to client or sub-contractor
documents; project management plans; project-specific QA Program Plans; letter reports; or
any other deliverable document that contains data, evaluations or recommendations.

3. DEFINITIONS

3.1 Author

The author is defined as the individual or individuals respons:ble for the original writing of
the document being reviewed.

3.2 Technical Review

A technical review is an independent, documented, in-depth critical review of a docurnent
to verify calculations, examine the applicability and technical adequacy of references and
source documents, examine the validity of the technical approach, ensure the completeness
and accuracy of data, and to ensure conformance with applicable client requirements,
Specific Work Instruction (SWI, see P.3.0-2, "Specific Work Instructions™) requirements,
and/or any applicable regulatory guidelines. The scope of a technical review may be
focused on specific issues or areas of a docurnent as directed by the Project Manager
through the SWI process.

33 Technical Reviewer

In a technical review, an individual reviewer is assigned the responsibility for independently
checking, reviewing, or otherwise verifying that document content is correct and accurate.
Reviewers are designated by the Project Manager by means of SWlis. Technical reviewers
should have qualifications similar to those of authors, but shall have no direct
responsibilities for the production of the document being reviewed. The Project Manager -
may assume the role of technical reviewer provided that independence requirements are
met.

e,

b3
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34 Mandatory Comment

Mandatory comments in a technical review identify areas in a document that, in the
opinion of the reviewer, require a change in order to achieve technical acceptability. Formal
resolution of all mandatory comments is required in accordance with the guidelines of
this procedure prior fo delivery of the document to the client.

35 Non-mandatory Comment

A non-mandatory comment is defined as a comment made in a technical review that
corrects punctuation, or offers improvements in understanding or corrections of syntax, but
does not affect the technical content of the reviewed document. Non:mandatory comments
may be documented on the Review Comment Form (RCF; see Attachment A, pages 2 and 3,
and Section 3.6 below) if comment discussion is necessary to understanding, or by marking
the reviewed text of the document, or both. Non-mandatory comments shall be
incorporated at the discretion of the author or authors of the document. Documentation of
comment resolution and acceptance is not required for non-mandatory comments.

3.6 Review Comment Form (RCF)

The RCF (see Attachment A, pages 2 and 3) is used for documenting independént technical
review activity. When grouped with the associated review and resolution drafts of a
document and approved by QA, the RCF provides traceability of all formal mandatory

review cormments and the comment resolution process.
3.7 Review Draft

The review draft is the version of the document:presented by the author or authors for
technical review. If calculations are included in the review draft, or required as back up
documentation, they shall be evaluated by an independent checker prior to being submitted
for review,

3.10 Final Draft

The final draft is the approved updated document with all changes incorporated as a result
of the comment resolution process.

4. REFERENCES

Golder Associates Inc. procedures P-3.0-2, “Specific Work Instructions”, and P-17.0-1, "Quality
Assurance Records Management.” ,
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5. DISCUSSION ’
Technical reviews shall be initiated by the Project Manager by means of SW1s. Each review

shall be documented on a Review Comment Form (RCF), All comments recorded on the -

RCF during review must be categorized by the reviewer as either mandatory or non-
mandatory. Non-mandatory comments may be resolved at the author’s discretion, and
resoiution need not be documented on the RCF. All mandatory comments must be formally
resolved, and subsequent revisions to the document must be traceable to the comments.
Informal review comments may be freely solicited for a document prior to initiation of the
review process. described by this procedure; however, once the formal review process has
started, informal changes to the document are not allowed unless they are purely editorial.

6. RESPONSIBILITIES
6.1 Author or Authors
The author is responsibie for:

. producing documents in full compliance with SWI guidelines;

. ensuring that draft documents are as complete as possible prior to entering the
review process; and for

. resolving all mandatory comments with technical reviewers, the Project
Manager, and/or QA.

6.2 Technical Reviewer
The technical reviewer is responsible for:

. performing critical reviews of documents as directed by governing SWis and
this procedure;

. providing documented mandatory comments and actively particdipating in the
process of resolution as described by this procedure; and for

. providing non-mandatory comments to the author or authors where :
appropriate for improvements or corrections in syntax, punctuation, or usage.

—

3

-------
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63 Project Manager (or designated representative)
The Project Manager is responsible for:

. initiating document preparation and establishing the scope of technical review
activities through the SW1 process;

. selecting independent technical reviewers based on quahﬁcatxons and
experience;

. defining any required emphasis or spedial considerations for individual reviews
in the governing SWI;

. ensuring that adequate review time is scheduled to compiete the review;

. at the Project Manager’s discretion, approving the results of technical reviews
and providing additional comments as required; and

. resolving comment resclution conflicts between the author and reviewer.
6.5 QA Manager (or designated representative)

The QA manager is responsible for:

.. reviewing and approving the technical review process to verify incorporaton or
resoiution of all mandatory comments; and

. ensuring that applicable QA requirements have been adequately and
appropriately addressed.
7. EQUIPMENT OR MATERIALS

Review Comment Forms (RCFs, see Attachment A).

8. PROCEDURE
8.1 Technical Review
Technical review shail be performed as described in the steps listed below: .

Step 1: Draft documents shall be completed in accordance with the governing SWT and
presented to the independent reviewer designated therein. The reviewer shall
either be named on the same SWI or be designated by a separate SWI; the
number of the SWI governing the review of the document shail be noted on
the RCF form, along with other pertinent information as indicated on page 1 of
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Attachment A. If calculations are included in the document, or required as back
up documentation, they shall be evaluated by an independent checker prior to
initiation of the review cycle. Caleulation sheets shall be initialled and dated by
both the preparer and the checker, and shall be forwarded to the reviewer
along with the review draft.

Step 2: The independent reviewer shall perform a technical review of the draft
document. The draft shall be marked *Review Draft" along with the reviewer’s
name and the review date. The reviewer shall ensure that calculations have
been checked, examine the technical approach, evaluate the adequacy of
references, evaluate the effectiveness of the use of figures and tables, and
perform other review activities appropriate for the type of document, or as
specifically directed by the governing SWI.

Step 3: The reviewer shall documnent all comments on an RCF as described on page 1
of Attachment A. All comments shall be numbered and categorized as |
mandatory or non-mandatory. Text sections affected by comments shall be
numbered in the review draft to correspond with the RCF comments, with the
exception that, at the discretion of the reviewer, minor non-mandatory
comments that do not require additional explanation or discussion may be
marked directly in text without separate treatment on the RCF. The actual -
review draft shall be retained as part of the project quality records.

Step 4: The reviewer and author shall resoive all of the reviewer’s mandatory
) comments; a concise but complete description of the resolution of each
comment shall be recorded on the RCF. All "leave as is" resolutions require
rationale. Text sections to be revised shouild be referenced. The reviewer shall
initial each mandatory comment on the RCF to indicate acceptance of the
comyment resolution prior to word processing update of the document. Non-
mandatory comments may be resolved at the author’s discretion. '

Step 5: The document is updated to include all necessary input for word processing. It
’ is preferred that word processing input resulting from the resciution of
comments be marked on a copy (not the original) of the review draft; however,
providing none of the reviewer’s comments are obliterated, the original review
draft may be used for word processing input. '

Step 6: The author and the reviewer shall ensure the correct incorporation of
comments in the updated draft after word processing. If the document is
acceptable, the author and reviewer shall sign the RCF to indicate approval. If,
at any time, the reviewer has additional comments, the reviewer must
document each comment on the RCF, annotate the original reviewed text
accordingly, and review an updated draft prior to signing the RCF.
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*  The Project Manager may request involvement in the review cycle by so stating

on the SWI initiating the review. If Project Manager involvement is required,
the author shail forward the as-reviewed draft, the RCF, and the updated draft
to the Project Manager for approval. If the Project Manager has additional
comments, they shall be documented on the RCF, categorized as mandatory or
non-mandatory and resolved as in Step 4 above. If there are no additional
comments, or if the document is acceptable after incorporation of comments,
the Project Manager shall sign the RCF to indicate approval. If the Project
Manager has not specificaily requested involvement in the review cycle via the
governing SWI, this step shall be bypassed.

Step 7:

Step 8: The QA Manager (or designee) shall review the review draft, the updated draft,
and the RCF for compliance with this procedure and for any spedai QA
concerns. [f the review package is acceptable, the RCF shall be signed (Step 10).
If the package is not acceptable, Step 9 applies.

Step & If QA comments must be resolved, QA shall document comments under the
review comment section of the RCF as described in Step 3 above. The RCF
shail be routed back to the author who shall resolve the mandatory QA
comments. The resolution shall be documented as indicated in Step (4) above.
QA shall initial each mandatory comment to indicate acceptance of the
resolution, and a corrected draft shail be submitted to word processing for
updating.

Step 10: If the document is acceptable after word processing, QA shall sign the accepted
RCE. The signed RCF, the original review draft(s), and the final draft shall be
retained as permanent quality records. The document may then be released for
submitta] to the client.

8.2 Quality Records

Documentation supporting the technical review process shall consist of the as-reviewed

_ draft, the final draft, and the compieted RCF form. All review documentation shail be

routed to project QA files in compliance with P-17.0-1 "Quality Assurance Records
Management”, .

T
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The instructions listed below correspond to the numbers in the blanks on the exampile RCE.
Personnel responsibie for entering the required information on the form are indicated in

parentheses.

1)  Project Name: (At'.xthor) Insert the commonly understood name of the project.

2)  Project No: (Author) Insert the Golder Assodates Inc. job and task number,

3) PBage: (Reviewers) Pages are consecutively numbered by individual reviewers; total
number of pages is added by QA when RCF is finally approved.

4} Document Jitle: (Author) Insert the document title,

5) Review Date: (Reviewer) Insert the date the review is performed.

6) Author(s); (Authdr) Identify the author or authors of the document under review.

7 sg‘:vvliewgﬁg): (Author) Enter the name of the reviewer, as specified in the governing

8) SWI No: (Author) Enter the SWI number initiating the review of the document.

9 Comment No.: (Reviewers) Enter the number of each comment, as identified in the
reviewed draft.

10) Page, Line Para. (Reﬁew;vers) Enter the page, paragraph number, and line of each
comment.

11) Mandatory/Non-mandatory: (Reviewers) Check the appropriate column for each
comment. :

12) Review Comment: (Reviewers) Enter the review comment.

13) Comment Resolution: (Author) Enter the resolution of each comment as agreed
upon between the author and the reviewer,

14) Resolution Accepted: (Reviewer) Initial and date each resoived comment

15) Approval: {Authors, Reviewer, Project Manager, QA Reviewer) Sign and date

approval in spaces provided.

\
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1.0 PURPOSE

This proéeﬂure defines the requirements for conducting surveillance
i{nspections of in-process project activities, including field operations and
Taboratory testing.

2.0 APPLICABILITY

This procedure shall be used by all Golder Associates Inc. Quality Assurance
(QA)} personnel requested to perform surveillance inspection of field,
laboratory, or other in-process activities requiring compliance with
established procedures or methods. .

3.0 DEFINITIONS

3.1 Surveillance Inspection: The documented act of monitoring or witnessing
the performance of work in process to verify that activities are being
conducted in accordance with approved procadures, methods or instructions.

4.0 REFERENCE

4,1 Golder Associates QA Procedure P-15.0-1, "Control of Nonconformances,
Incident Reporting, and Corrective Action®.

5.0 ODISCUSSION

Surveillance inspection is a management tool that may be used during the
course of project activities to verify that work in process is being performed
in accordance with specified procedures, methods, or instructions.
Surveillance inspections are also used to identify and correct both real and
potential deficiencies at the earliest possible opportunity to minimize any
adverse impacts on the quality and validity of work. The types of activities

. subject to surveillance inspection include development of procedures, study

plans, or other project documents; field activities inciuding instrument
installations, testing, and sampling; laboratory activities, including testing
and calibration of measurement and test eguipment; and subcontractor or
consultant activities in any of the areas mentioned above.

6.0 RESPONSIBILITY

6.1 QA Manager: Responsible for establishing surveillance requirements and
policies in compliance with client QA requirements and Golder Associates Inc.
corporate gquality policy.. Designates inspection responsibility to qualified
personnel who are independent from the work being examined; all designated
inspectors are trained in the requirements of this procedures. Responsible
for directing the performance of surveillance inspections and when necessary,
;oordinating schedules with Project Managers, Task Leaders, and Laboratory
anagers. ‘
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6.2 Designated Inspector: The designated inspector has primary
responsibility for conducting surveillance inspections in accordance with this
procedure. The designated inspector is responsible for: confirming
surveillance inspection schedules with the QA Manager; when appropriate,
making detailed arrangements to witness specific portions of an activity;
documenting inspection results; reporting of nonconformances; and verifying
that corrective actions for dispositioned nonconformances have been properly
implemented.

6.3 Project Managers. Task Leaders or Laboratory Managers: Project Managers,
Task Leaders, or Laboratory Managers are responsibile for coordinating
surveillance schedules with QA Manager and the designated inspector. In case
of a stop work order, they are responsible for halting operation in a Togical
and .orderly manner that will protect data already obtained, or prevent further
damage. They are also responsible for ensuring that corrective actions for
dispositioned nonconformances are properly implemented.

7.0 EQUIPMENT OF MATERIALS

Approved QA, technical, testing, or laboratery plans and procedures; project
schedules; reference materials as required; Surveillance Inspection Report
(SIR) forms (see Exhibit A). -33

g

Y

-8.0 PROCEDURE

8.1 Syrveillance Ingpection Scheduling: All project activities, including .
document preparation, field testing, and laboratory work may be subjected to.

surveillance inspection at any point during the activity. It is the intent of
this procedure that the surveillance inspection be conducted without
significantly interfering with the planned course of the activity.
Surveillance inspections in no case shall compromise safety considerations or
adversely affect the gathering of data. Reasonable advance notice shall be
provided to the Project Manager, Task Leader, or Laboratory Manager prior to
inspection activities, who shall provide schedule jrformation, procedure
documentation, or such other support as may be required. Frequency and
scheduling of surveillance inspections shall be determined by the QA Manager
based on project schedules, type of activity, and results of past’surveillance
inspections or audits.

8.2 Igggggzigg_ggiggliﬁg;: At a minimum, surveillance inspection shal}l
verify compliance of the activity with appiicable plans, procedures, methods,
and Specific Work Instructions.

The following additional items shall be considered during surveillance
inspections of laboratory or field testing activities:

o Equipment or instrumentation calibration status and general condition;

o Status or stage of completion of the test or activity must be apparent
from test data sheets or logs; .
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o Test operations and sequencing for the phase of the activity observed
nust comply with approved procedure requirements;

o The actual starting and stopping times of the surveillince shall be
noted on the SIR form;

s Test data sheets and records required by the test plans or procedures
must be filled out properly, to the extent necessary for the phase of
the test observed.

8.3 Nongonformances and $top-work Qrders: Nonconformances and incidents
shall be documented and handled as indicated in.procedure P-15.0-1 "Control of
Nonconformance, Incident Reports, and Corrective Action.” Deficiencies of a
minor nature that would not affect a permanent or significant change in
quality if not corrected and can be brought into conformance with immediate
corrective action shall not be categorized as a nonconformance. If a
nonconformance requires stopping work in order to prevent future
discrepancies, danger to personnel, loss of data, or similar problems, the
designated inspector shall immediately notify the QA Manager, obtain
concurrence, and issue stop work instructions. The affected Project Manager;
Laboratory Manager, or Task Leader(s) shall be immediately notified.

§.0 RECORDS

9.1 Syrveillance Inspection Report {(SIR) Forms: An SIR form shall be filled
out for each surveillance and routed to the QA Manager for review prior to
routing to the project QA records; at a minimum the report shall contain the-
following information: i

Name of tha inspectad activity or test, with associated job number,
Personnel contacted using the surveillance,

Date and start/stop times of the surveillance,

References to governing plans or procedures,

Observations of equipment condition and calibration status,

Ganeral aobservations and comments,

NCIR numbers for any nonconformancas resulting from the surve111ance,
Discussions of any immediate action taken to correct minor
defictencies or to stop work, and

Signature of designated inspector and date

e & & 5 & 5 & @
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Inspectgd Activity or Test: _ .
Job Number:

Personne] Contacted:

Reference Regquirements:

Insp. Date: _____ Start Time: — End Time:
- Equipment condition/Calibration Status:
™
LEy
-
. Observation and Comments (Use Extra Sheets as Required):
.

NCIR Reference {if any):

Inspector: Date:

Reviewed By:
QA Manager: Date:

Comments:
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1.0 PURPCSE

This procedure defines the requirements for receiving inspection of project related materials,
and equipment.

20 APPLICABILITY

This procedure is applicable to project-related items, materials, and equipment procured for
Golder Associates projects which are governed by the requirements of 10 CFR 50, Appendix
B as interpreted by ANSVASME NQA-1. This procedure is applicable only to procurements
directly in support of such projects. As an option, reference materials may be reviewed and
evajuated under the requirements of technical procedure TP-5.1.1, "Conducting and
Documenting Technical Literature Searches” and QA procedure P-10.0-1, "Technical Review”,
in lieu of this procedure.

3.0 DEFINITIONS

3.1 Receiving Inspection: The documented examination or measurement by an independent
party to verify that materials, equipment, or services received conform to procurement
specifications,

40 REFERENCES

4.1 Golder Associates QA Procedure P-17.0-1 "Quality Assurance Records Management.”

4.2 Golder Associates QA Procedure P-15.0-1, Control of Nonconformances, Incident Reports,
and Corrective Action.”

4.3 10 CFR 50, Appendix B, Sections V1I, VIII as interpreted by ANSVASME NQA-1.

5.0 DISCUSSION

5.1 The purpose of the receiving inspection function is to assure that items, materiais, and
equipment from Golder Associates’ suppliers conform to the requirements specified in
procurement documentation. All items received are to be clearly identified to maintain
traceability of supplier documentation to the jtem procured, and to ensure that only correct
items are accepted for use. All nonconforming items, materiais or equipment shall be
identified and reported in a timely fashion to aid in assuring effective corrective action.



'
. -

WHC-SD-W025~0APP-001
Rev. 1
Page 100 of 134

P-10.0-4 Revision Leve] 2 January 1950

RECEIVING INSPECTION Page 2 of 4

. 60 RESPONSIBILITIES

6.1 EW The Receiving Inspector is responsible to clearly document the
results of all receiving inspections and verify proper identification and marking of all received
items, materials, or equipment. Identifies and documents all nonconforming items or supplier
documents and is responsible for the physical segrcgatlon and identification of these items
where possib]e The Quality Assurance Manager is responsible for desipnating and training
ail receiving inspectors,

6.2 Records System Adminjstrator: The Records System Administrator is responsible for the
filing, duphcatlon, and maintenance of all completed receiving inspection records and related

documentation in accordance with QA procedure P-17.0-1.

6.3 Mﬂﬂdﬂﬂﬂéﬁm The Property Control Administrator is responsibie for

the reiease and retrieval, inventory, and tracking of items, materials, or equipment when
property controls are a contractual requirement.

6.4 Proiect Secretary: The Project Secretary is respo'nsibie for the processing of completed
receiving inspection records and related documents in accordance with QA procedure P.17.0-
1 and distribution to the Property Contro] Administrator, Records System Administrator, Cost
Accounting, and others as determined by project management.
70 MATERIALS

o  Quality Assurance acceptance stamp

o QA accept tag

o Procurement docurnent(s)

o Receiving document(s)

] Nonconformance/Incddent Report (NCIR) forms

8.0. PROCEDURE

All project related materials and equipment shall be inspected upon receipt as follows:

8.1 Golder Associates Project Materials and Equipment: Project related equipment and

materials shall be inspected at the time of receipt for conformance to procurement document
requirements,
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'8.1.1 At a minimum, the following attributes shall be verified:

o  Dimensions and configuration shall be in accordance with drawings,
specifications, or other requirements as referenced in procurement
documentation,

o Test reports, certificates of conformance, calibration and maintenance information
or other required supplier documents shall be correct and complete,

0 Identifying label plates, tags, serial numbers, or other markings shall be correct
and legible,

0  Preservation, packing, and storage instructions shail be provided if required by
procurement documentation, ,

o There shall be no visual evidence of damage or deterioration, and

0 Acceptance Testing of received items, when required as a condition of acceptance-
by procurement documentation, shall be conducted and results documented by
the Receiving Inspector. In cases where Acceptance Testing may be performed by
a separate testing group, the Receiving [nspector is responsible for coordination
and scheduling as required.

8.1.2 Inspection and acceptance of all received items, materiais, or equipment will be
docurmnented by placement of a QA acceptance stamp (See exhibit A) and date on the
receiving invoice or packing slip. All items, materials, or equipment shall be physically
identfied by attachment of a Golder Associates QA accept tag (See exhibit B). The QA accept
tag shall remain attached to the item at least until the item is installed or placed in service.
Each item shall be assigned a unique positive identification traceable to the procurement
order. These identifiers shall also be noted in the receiving inspection documentation.

8.1.3 A copy of the requesting ordering documents, the original receiving invoice and
packing slip shall be forwarded to the Project Secretary for validation and file identification
in accordance with QA procedure P-17.0-1. Copies will be distributed to Cost Accounting for
initiation of payment activity and to the Record System Administrator for inclusion in the
project records. :

8.1.4 When property controis are a contractual requirement, the Project Secretary shall
provide a copy of the procurement documents with a copy of the QA accepted receiving
documents to the project Property Control Administrator. This shall serve as notification of
items, materiais, or equipment which have been accepted by QA and may be entered into the
property control inventory.
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82 v ished ipment and Materials: Client Furnished Materials
(CFM) and Government Furnished Materials (GFM) shall be inspected at the time of receipt.
At a minimum, the following attributes shall be verified:

o  Identifying label plates, tags, serial numbers, or other markings shail be correct
and legible, and

o  There shall be no visual evidence of damage or deterioration. °

Inspection and. acceptance of all CFM and GFM items shall be documented and reported in
accordance with the requirements of sections 8.1.2 through 8.1.4.

8.3 Nonconfotipance Reporting: All items or materials found to be discrepant shall be
documented on a Nonconformance/Incident Report (NCIR). The NCIR shall be logged and
processed in accordance with QA Procedure P-15.0-1, "Control of Nonconformances, Incident
Reports, and Corrective Action.” All discrepant items shall be physically segregated from
acceptable materials and equipment whenever possible, and clearly identified by attaching a
copy of the open NCIR to the item. Discrepant items shall not be released for use or
continued processing until all open NCIR items have been resolved.

Inspection Sta ontrol: Inspection and acceptance of received items, materials, or
equipment shall be verified by use of a Golder Associates QA acceptance stamp (See exhibit
A). QA acceptance stamps shall be issued by the QA Manager; each receiving inspector is
directly responsible for the control and use of his’her assigned stamp. QA acceptance stamps
shall not be loaned, borrowed, or used by unauthorized personnel. In the event of loss, or
suspected misuse, the QA Manager shall be notified immediately.
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3 6.1 *  Added condition-found report-related

: responsibilities

Throughout Deieted Field Laboratory Manaéer

3 6.2 Changed "Test Operator or
Investigator” to "Field or

i Laboratory Personnel”

4 8.2 Deleted "lack of use” criterion
for extending calibration interval

4 8.3 Added condition-found report
requirements

5 8.7 Added requirements regarding
damaged equipment

Y 8.9 Added requirements regarding

calibration-related nonconformancss
and audit findings
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1. EURPOSE

This procedure defines the system to be used for the calibration, control, and maintenance
for the calibration, control, and maintenance of measuring and test equipment and
calibration standards.

2. APPLICABILITY

This procedure is applicable to all Golder Assodates owned or leased measuring and test
equipment used in laboratory analyses and field investigations. This procedure is not
applicable to standard commercial measurement devices such as rulers, compasses, tape
measures, mercury thermometers, or levels, provided that the required level of accuracy does
not exceed the limits of the standard equipment.

3. DEEINITIONS
3.1 Qaljbration

Calibration is defined as periodic comparison of an instrument or measurement device to a
standard of known and greater accuracy in order to assure continuity and accuracy of
measurements or data. If no standards meeting the requirements of paragraph 3.2 exist, then
the basis or justification of calibraion method must be documented.

3.2 Calibration Standard

A calibration standard is a device or reference used as a means of comparison for
determining quantitatively the accuracy, precision, and repeatability of instruments or
measurement devices. Calibration standards must have a traceable, known relatonship to
nationally recognized standards such as those maintained by the National Institute of
Standards and Technology (NIST).

4. REFERENCZS

4.1 sogjates g d -18.0-1, "Audjts.”

4.2 1d socjates Quality Ass ce Procedure P-10.0-3, "Surveillance Inspection.”
4.3 older Associates Quality Assurance Procedure P-150- trol :

nconformances, Incddent Repo and ectve Acti
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5. RISCUSSION

Calibration and maintenance of instrumentation is required so that the accuracy and
precision of data collected, and hence the calculations based on the data, are known.
Calibration should not be construed as the instrument adjustments or accuracy checks
commonly performed during or as part of test operations, but rather consists of those
systematic, periodic evaluations of instrumentation or equipment that verify performance
within spedified levels of accuracy, precision, and repeatability. Calibration shall be
performed in a clean environment, giving due consideration for dust, relative humidity,
temperature, and vibration, as necessary for the equipment being calibrated.

Calibration records are normally retained in the laboratory; copies of records specific to
certain tests shall be forwarded to project files when requested.

6. RESPONSTBILITIES | -
6.1 Laboratory Manager

The Laboratory Manager is responsibie for the impiementation of the calibration and
maintenance program within the laboratory. Detailed responsibilities for implementation
include:

o Establishment of an identification system by assigning a unique serial number
for each piece of equipment in inventory for issuing, tracking, calibration,
charge accurnulation, use, and recall;

. §E

0 Provision of calibration and maintenance support to field operations when
project size does not permit an onsite calibration fadlity;

o Assurance of the acceptable calibration status for all equipment, by use of a
locator/recall system and calibration status labels prior to releasing for project
work;

o Performance or direction of calibration and maintenance activities for ail
Golder-owned or jeased instruments and equipment controlled by a particular
Colder office; '

o Maintenance and development of the master equipment fle, which contains
equipment calibration and maintenance instructions, established calibration
intervals, and definition of special shipping and handling requirements;
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o Maintain suitable storage facilities and instructions for use and care of

laboratory standards, separate from other tools and equipment in the
calibrated inventory; and

o Review all condition-found reports for equipment found to be out of
calibration, and preparation of technical memoranda evaluating the potential
effect on measurements made with such instruments over the previous
calibration interval.

Specified duties supporting these responsibilities may be delegated to qualiﬁed personnel.

. 6.2 Feld or Laboratory Personnel

Equipment users are responsible for verifying acceptable calibration status of all equipment
or instrumentation used during a test, and returning such equipment to the Laboratory
Manager when recalibration or maintenance is required.

6.3 Project Manager or Task Leader

The Project Manager.or Task Leader is responsible for assuring that the equipment or
instrumentation procured for or selected for use on a project is of sufficient range, accuracy,
tolerance, and construction to provide meaningful data or measurements. In addition, the
Project Manager or Task Leader is responsibie for assuring that all equipment or
instrumentation procured or leased for a particular project is routed through the Laboratory
Manager, or for assignment of equipment numbers, entry of information into the equipment
file, establishment of calibration interval, and entry into the locator/recall system; and for
notifying the Laboratory Manager when client calibration needs exceed existing standards
and new requirements must be incorporated into the equipment fie.

64 QA Manager

The QA Manager is responsible for assuring that procurement documentation for equipment
and instrumentation requires manufacturer’'s documented calibration certification, calibration
instructions, maintenance requirements, storage requirements, and spedal handling
requirements; and for scheduling internal audits or surveillances to monitor the effectiveness
of the calibration program. :

7. EQUIPMENT

Equipment required to implement the provisions of this procedure consists of 3 file
containing calibration procedures and records for all measuring and test equipment, a
locator/recall system, and the necessary calibration standards and maintenance tools required
by the measuring and test equipment file.
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8. FROCEDURE

8.1 Equipment Designation and Taggin ,g

The Laboratory Manager shall assign unique numerical designators to all - measuring and test
equipment within their respective inventories. Designator assignment should be logical

based on the calibration requirements of the instrument or system. If a system component

can be used in various applications, the component should be given a unique number. The
number should be marked permanently on the equipment. Once calibrated, the equipment
shall have a readily visible calibration tag {see Exhibit "A") affixed indicating calibration
acceptance, date of last calibration, due date of next calibration, initials of the person
performing the calibration, and the equipment number. Equipment calibrated by an outside
laboratory shall display the calibration label of that laboratory. In addition, a Golder
Associates label will be applied to indicate acceptance in the laboratory tracking and control
system. Equipment requiring calibration with each use shall so indicate on the calibration
label. This requirement does not apply to equipment normally subjected to adjustments or , -
operational checks before use; such adjustment is not considered calibration as defined in
3.1. Equipment with expired calibration shall be tagged with a red tag indicating "Out of -
Service" (see Exhibit "A"}.

8.2 Qalibration Interval

The required calibration interval shall b:e assigned by the Laboratory Manager. In no case
shall the calibration interval exceed the maintenance interval. The calibration interval shall

be based on manufacturer’s recommendations, level of projected use, probable usage
environment, and usage history. Laboratory standards shall not be used as measuring or
test devices beyond the scope of the calibration function.

8.3 Condition-Found Report

Calibration records shall document the as-found calibration status of all equipment. All*
equipment found to be out of tolerance shall be referred to the laboratory manager for
evaluation and preparation of a memo to the equipment file and QA Manager addressing the
potential effect on measurements from the previous calibration date. Significant effects shall
prompt the initiation of a nonconformance report, which shall be documented and resolved
in compliance with P-15.0-1 "Control of Nonconformances, Incident Reports, and Corrective
Action.” See 8.9 below.

84 Equipment File

The Laboratory Manager or Field Laboratory Manager shall develop and maintain a
comprehensive equipment file which contains, by equipment number, spedfic calibration
instructions, original calibration certifications, calibration intervals, maintenance instructions,

(I -
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storage requirements, special handling requirements, calibration history @including condition
found reports for each calibration), and, if appropriate, reference to the project that it was
originally procured against

85 Calibration S

Calibration may be performed internally under the direction of the Laboratory Manager, or
by qualified external sources. Calibration technique shail be as defined in the Equipment
File. Regardless of whether the calibration is performed internally or by an external source,
all reference standards shall be traceable to nationally recognized standards. If no standards
exist, justification of the calibration method must be a permanent part of the equipment file.
Procurement documents for calibration and maintenance services shall require the source to
perform the calibration and maintenance to established procedures with traceability to
nationally recognized standards. The procurement document shall also require the source to
provide a condition-found report and certificates of calibration (and maintenance, if a regular
maintenance cycle is required). This documentation shall be reviewed by the Laboratory
Manager for compliance with procurement requirements, prior to accepting the equipment -
into inventory and subsequent release for project use. - .

8.6 Equipment Tracking and Recal] System

The Laboratory Manager is responsible for the maintenance of a system for controlling the
issue of equipment, maintaining visibility of equipment location and calibration due dates,
and issue of recall notices for recalibration and maintenance., The system may be maintained:.
manually, or may be computerized, but in either case shall initiate recall activity well in s
advance of the calibration expiration dates in order for test managers to plan for equipment
downtime. . '

8.7 Storage and Special Handli

Storage requirements shall be as specified by the manufacturer or in accordance with

. accepted industry practice. Equipment and reference calibration standards shall be used only

for their intended purposes. They shail be adequately protected from moisture, dust,
atmospheric contamination, and physical damage. Calibrated instruments being shipped or
transported to field operations shail be securely packaged to prevent damage or loss of
calibration dueto shock, vibration, extremes of temperature, or moisture. Damaged
equipment shall be tagged with a red "Out of Service" tag (see Exhibit A). If the date of
equipment damage cannot be determined, the equipment shall be considered out of
calibration, and addressed as a nonconformance (see Section 8.9).



' " WHC-SD-W025-QAPP-001

Rev. 1

Page 112 of 154

P-12.0-1 Revision Level 8 January 1990
CALIBRATION AND MAINTENANCE OF Page 6 of 6

MEASURING AND TEST EQUIPMENT

83 Surveillances or Audits

When required by individual project-specific QA program plans or office baseline QA
program plans, surveillances or audits shail be conducted periodically to verify compliance
with this procedure, per the requirements of procedures P-10.0-3, "Surveillance Inspection”
and P:18.0-1, "Audits®. Frequency shall be as defined by governing QA program plans. X

8.9 Calibration-Related Nonconformances and Audit Findings

When use of equipment with expired calibration, no calibration, or damage is observed in a
surveillance inspection, the situation shall be documented as a nonconformance and resolved
in compliance with P-15.0-1, *Control of Nonconformances, Incident Reports, and Corrective
Action.” If like situations are observed in an audit, they shall be documented as audit
findings and resolved as required by P-18.0-1, "Audits." In both’ cases, resolution processes
shall include a technical evajuation by the Laboratory Manager of the validity of test results
obtained through the use of the equipment since its last calibration date.

Goldar Associates

. "‘\\

,
4



ST

8

)
l,J‘

‘ WHC - SD-W025-QAPP-001
o Rev. 1
Page 113 of 154

4
-»
Exhibit A
P-12.0-1
> wap

983-1024/710023




S

Ly

3y

o0

A

Goider Associlates Inc.

WHC-SD-W025-QAPP-001

Rev. 1

Page 114 of 154
CONIhwi D DOCUMENT

Technical Procedure

Number: P-15.0-

1

Thie: CONTROL OF NONCONFORMANCES, IMCIDENT REPORTS,
AND CORRECTIVE ACTION

¥, |

Prepared By: Approved Approved gato i E::E.rl
T Sy fA LT Y2 | A O3 ] 1s
>y 4

;‘\-....-’f




WHC-SD-W025-0APP-001
Rev. 1
Page 115 of 1%4

RECCRDOF REVISIONS
P-15.0-1

Revision Level 15

Page Number Section Revision

all all minor editorial corrections throughout
4 6.4 changed President to QOffice Manager
4 7.0 added reference to NCIR farms

6 8.2.2

added discussion of design control measures
. applicable to dispositionedilems. Changed
President to Office Manager.

. Exhibit B Exhibit B corrected C/A section of flow charl.

St



.o
<

WHC -SD-W025-0APP-001
Rev. 1
Page 118 of 154

P-15.0-1 Revision Leve] 15 June 1990

CONTROL OF NONCONFORMANCES, INCIDENT REPORTS, Page 1 of 7
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1. PURPOSE

This procedure establishes a system for the identification and reporting of nonconformances
to spedified requirements or approved procedures. It provides for identification of causes,
disposition, and implementation of corrective action measures to preclude future occurrences.
The same basic identification and reporting system is also utilized for the reporting of
incidents.

2. APPLICABILITY

This procedure is applicable to nonconforming items, services, or activities that are identified
during inspections or reviews, or to incidents that may occur in the field or office.

3. DEFINITIONS

3.1 Nonconformance

A nonconformance is a deficiency in characteristic, documentation, or procedure which
renders the quality of material, equipment, services, or activities unacceptabie or
indeterminate. When the deficiency is of a minor nature, does not effect a permanent or
significant change in quality if it is not corrected, and can be brought in conformance with
immediate corrective action, it is not categorized as 2 nonconformance. Such situations
might include: technical reviews signed but undated; use of pencil instead of ink;
typographical etrors in reports. However, if the nature of the condition is such that if it is
not corrected it may result in a permanent and significant impact on the quality of the item,
test, or report, it must be brought to the attention of the Project Manager and QA Manager
(or their designees) for resolution and concurrence on the scope of required corrective action.
Examples of nonconformances might include the following: incomplete or inadequate
technical reviews; computer programs not verified or validated; testing not in accordance
with procedures; sample traceability missing or deficient; sample collection not as prescribed
by procedures; use of uncaiibrated instrumentation for testing, measurement, or analysis.

3.2 Significant Nonconformance

A reportable nonconformance may be considered significant if it could invalidate the purpose
of the activity, or be detrimental to the safety of personnel or public. Examples might be
discovery of forged data: catastrophic ioss of computerized data for which there is no
backup; an improper use of a procedure which has endangered or could endanger others;
lack of cooperation in the implementation of corrective action from nonconformances
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previously, considered reportable; or nonconformances resulting from misapplication, misuse,
or non-use of approved test or safety procedures to the extent that the test activity is no
longer valid, or personnel safety is endangered.

3.3 Incidents

An inddent is defined as any unexpected event during an activity which may have
significant impact on project costs, schedule, validity of data or analysis, safety, or
environment. Incidents are major events that are clearly not in the category of uncertainties
characteristic of geosdientific investigations. Examples might include: major accidents, major
equipment failures, fires, earthquakes, cave-ins, or site support failures.

3.4 Disposition

Disposition is defined as the action taken to correct the immediate situation; examples might
be. to re-run a portion of a test that was not being conducted in accordance with procedures;
to calibrate test equipment found to be out of calibration and re-run any required tests; to re-
perform independent technical review; to re-acquire sampies; to return defective equipment
to the manufacturer for repair or replacement. [tem dispositions shall be specified as reject,
accept-as-is, repair, or rework as appropriate.

3.5 Reject
“Reject” is an appropriate disposition when a nonconforming item is not acceptable, cannot

be repaired such that it perfcrms properiy, or reworked such that it complies with the
original requirements.

3.6 Accept As-Is

"Accept as-is” is an appropriate disposition when a nonconforming item is determined to
perform its intended function properly, even though it does not comply with original
requirements. Technical justification for the acceptability of an item dispositioned "accept as-
is” shall be documented in the NonconformanceIncident Report (NCIR).



9 3

ing
N

.
-

g

P-15.0-1 Iievision Level 15
CONTROL OF NONCONFORMANCES, INCIDENT REPORTS,
AND CORRECTIVE ACTION

w
-

WHC-SD-W025-0APP-001
Rev, 1
Page 118 of 154

June 1990
Page 3 of 7

3.7 Repair : -

Repair is an appropriate disposition when a nonconforming item can be restored to a
condition such that it performs its intended function properly, even though it cannot be
brought into compliance with the original requirements. Technical justification for the
acceptability of an item dispositioned “repair” shall be documented in the NCIR.

3.8 Rework

Rework is an appropriate disposition when a nonconforming item can be brought into

compliance with original requirements by correction or completion.

3.9 Corrective Action

Corrective action is defined as the specific action or actions taken to reduce or preclude the °
likelihood of future occurrences. Exampies might include: revision of procedures for clarity
or to resolve conflicting interpretations or instructions; conducting specific training exercises
relative to the nonconformance; to redesign faulty equipment; to evaluate and select

alternate sources of supply.

4. REFERENCES
Golder Associates QA Procedure P-10.0-3, "Surveillance Inspection”

5. DISCUSSION

All personnel are responsible for reporting possible nonconformances to the QA Department.
If determined to be a minor deficiency, the condition may be immediately corrected to the
satisfaction of cognizant QA personne]. However, if determined to be a2 nonconformance,
the condition will require full documentation, investigation, dispositiori, and corrective action.
Nonconformances are documented by QA on the Nonconformance/Incident Report (NCIR).
The QA Manager and the Project Manager confer to determine the disposition and cause of
the condition, and the corrective action necessary to preclude recurrence. If required by
contract, the nonconformance is reported to the client. To close the nonconformance, the
QA Manager confirms that all required actions have been appropriately completed. Incidents
are reported and documented similarly, with the additional requirement of immediate and

more detailed reporting to the client.
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6. RESPONSIBILITIES

6.1 All Personnel

All personnel! shall notify QA representatives when nonconforming conditions are observed;
in case of incidents, all personnel are responsibie for immediately reporting the situation to
both the Project Manager and the QA Manager.

6.2 QA Personnel

QA Personnel performing inspections or reviews have the authorization and responsibility
for obtaining immediate corrective action in cases of minor deficiencies, and for initiating
nonconformance reports in cases of nonconformance. They are responsible for stopping
work when necessary and appropriate and for the physical separation and identification of
nonconforming items or documents whenever possible.

6.3 Project Manager and QA Manager

The Project Manager and QA Manager are jointly responsible for reviewing and approving
all nonconformances, determining cause, providing disposition and defining the corrective
action required to preclude or reduce the iikeiihood of future occurrences. The QA Manager
is responsible for reporting all nonconformances to the client when required by contract. In
the case of significant nonconformances and incidents, the Project Manager and QA
Manager shall notifv their respective client contacts, On a case by case basis, the QA
Manager and the Project Manager may delegate responsibility for certain aspects of
resolution of nonconformances to the Project or Field QA Coordinator and Project
Administrator or cognizant Task Leader.

6.4 Office Manager
The Office Manager acts when necessary to resolve differences between Quality Assurance

and Project Management regarding correctve action required as a result of
nonconformances,

7. EQUIPMENT OR MATERIALS

INCIR forms (Exhibit A) as required.
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8. PROCEDURE

8.1 Handling of Minor Deficiencies

Cognizant QA Personnel shall evaluate apparent deficiencies to determine whether or not a
nonconformance exists, given the criteria of 3.1 above. If the situation is minor as defined
therein, immediate action may be taken to correct the deficiency and shall be documented on
a Surveillance Inspection Record (SIR) form in compliance with P-10.0-3 "Surveillance
Inspection.” In borderline situations or in any case where there is the least uncertainty, the
QA Manager shall be apprised of the situation and shall provide direction as required.

8.2 Handling of Nonconformances ) =
The process for documenting and resolving a nonconformance is described below. A logic -
chart (Exhibit B) is included which graphically represents this process is included. '

8.2.1 Initiation of Nonconformance/Incident Documentation; Stop Work
Orders, Identification and Segregation

In cases of nonconformances, cognizant QA personnel will initiate a ' -
Nonconformance/Incident Report (NCIR; see Exhibit A). All NCIR forms will be numbered -
consecutively. A log will be maintained by QA in which the date, NCIR control number,
description of nonconformance, project reference and status will be recorded. The situation
or discrepancy shall be described on the NCIR in concise, descriptive language, and shall
include all appropriate references to documents or procedures. If the situation requires
stopping work to prevent further discrepancies, danger to personnel, loss of data, or other
problems, the originator of the NCIR shall, after immediately notifying the QA Manager and
obtaining concurrence, stop work as required. If work stoppage will affect the scheduled
performance of related activities, as in construction or testing, the cognizant Task Leader or
Project Manager shall likewise be immediately notified. If the nonconformance is associated
with materials, items, or reports, they shall be physically separated or segregated wherever
possibie and identified with a copy of the open NCIR pending compietion of review and
disposition.
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8.2.2 Review

The NCIR shail be routed to the QA Manager for review; a copy of the initial report shall be
retained for tracking purposes; completeness of information will be verified, probable cause
will be determined, and recommendations for corrective action will be prepared. The QA
Manager then shall meet with the Project Manager; together, they shall jointly agree as to
probable cause, disposition, and the corrective action required to preclude recurrence. If
nonconformances relate to design requirements, any use as-is or repair dispositions shall
require the application of the same design control measures and approvals as was required
for the original design. When appropriate, disposition authority may be delegated tq
personne! technically competent in the applicabie area, or additional technical support may
be obtained as required. If agreement cannot be reached, the Office Manager shall be
consulted for resolution of their differences. The cause, disposiion and corrective action
shall be documented on the NCIR and a corrective action completion date agreed upon. The
QA Manager shall notify the client’s QA representative when so required by contract, and
advise them that complete documentation will be forwarded upon completion of corrective
action. On a case by case basis, or in field situations, the QA Manager and Project Manager
may delegate all or portions of the review process.

8.2.3 Corrective Action

Corrective action measures shall be seiected to prevent or reduce the likelihood of future
occurrences and shall address root causes to the extent identifiable; selected measures shail
be appropriate in relation to the seriousness of the nonconformance and shall be realistic in
terms of the resources required to implement them. Corrective action instructions are
summarized on the NCIR, but shall be communicated in appropriate detail to project staff by
the QA Manager and Project Manager (or their designees) by the means most appropriate to
the situation. This mayv be bv special corrective action group meetings, training sessions, by
individual Specific Work Instructions, by internal memo, or by such other means as may be
required to implement the required action. Nonconformances indicative of serious trends or
worsening conditions shall require speafic detailed reports to management. All such actions
shall be documented and will become part of the nonconformance fiies.

8.2.4 Verification of Effectiveness of Corrective Action

Verification of effeciveness of corrective action shall be as required by individual correctve
action instructions. Acceptability of reworked items shall be based on original criteria.
Acceptability of repaired items shall be based on criteria equivaient to the original
requirements.
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8.2.5 Closure

The QA Manager shall confirm that both the disposition and verification of corrective action
have been accomplished to his satisfaction. Upon confirmation, the QA Manager shall sign
the NCIR for each action. The NCIR shall then be considered closed and the date entered in
the Jog. When required by contract, copies of the NCIR and all supporting information shall
be submitted for information to the client's QA organization.

8.3 Significant Nonconformances

Significant nonconformances shall be handled in the same manner as reportable
nonconformances except that, when required by contract, they shall require the notification
of client QA and Project representatives by the QA Manager and Project Manager.

8.4 Incidents

All personnel with knowiedge of an incident are responsibie for immediate notification of the
Project Manager and QA Manager. NCIR’s for incidents shall be prepared in the same
manner as those for nonconformances. Upon receiving a report of an incident, the QA
Manager will verify that the Project Manager has received the information and, if required,
immediately notify the client. Verbal notification must take place within 24 hours; a detailed
report will be prepared by the Project Manager and QA Manager and submitted to the client
within 14 days. The Project Manager and QA Manager are responsible for resolution of any
client requests resulting from the reporting of incidents. If the incident involves Golder
Associates’ responsibility, formal corrective action reports may be submitted in addition to
NCIR forms in order to-permit a more detailed level of reporting.
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1. PURPOSE

This procedure provides the methodology for the collection, storage, maintenance, retrieval
and turnover of Quality Assurance (QA) records.

2. APPLICABILITY

When invoked by project-specific plans or procedures, this procedure applies to the
management of all completed documents generated within the context of a QA program that
provide evidence of the quality of items or activities affecting quality.

3. DEFINITIONS

3.1 Quality Assurance Records

Quality Assurance Records are compieted documents which furnish objective evidence of the
quality of items or services, those activities affecting quality, or the completeness and quality

of data,

3.1.1 Project QA Records

Project QA records are those Quality Assurance records (as defined above) maintained for a
specific project. As exampies, correspondence, notes of telephone conversations, project
deliverables, reports of data obtained in the field, Specific Work Instructions, and technical

reviews are considered project QA records.

3.12 Duplicate Records

Duplicate records are copies of the project QA records made at the point of file entry and
stored separately from the originals as a measure of protection against loss or damage.

3.13 Corporate QA Records

Corporate QA records are those records which may generally be drawn upon to support all
project QA programs. Such records may include QA and Technical Procedures, QA Program
Plans, personnel training records, audit records, and other records for which QA is directly
responsible. Corporate QA Records are stored in the corporate QA files. If a client requires
certain <ypes of records stored in the corporate QA files as part of the project QA records,
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copies will be routed to the project QA files and will be sub;ect to the duplication and
storage requirements deﬁned in this procedure.

3.2 Records Index

A records index is an actively updated list of the project or corporate QA records which
defines the location of the records within the filing system.

3.3 QA File Center

The QA File Center is a locking, fire resistant room with controlled access in which project
QA records are normally stored.

3.4 Archives Facility

The Archives Facility is a controlled access facility separate from the QA File Center in which
duplicate project QA records are narmally stored.

4. REFERENCES

None.

5. DISCUSSION

This procedure addresses Quality Assurance records, which fall into two categories: QA
records maintained for a specific project, and corporate QA records which may be drawn
upon to support all project QA programs. A client may require that certain types of
corporate QA records be included in the project QA records. In such cases, copies of the
corporate records will be routed to the project files, and handled as original project records.
Project QA records are reviewed and validated by the Project Secretary prior to filing.
Original project QA records are normally stored in the QA File Center. The duplicate files’
are normally stored in the Archives Facility. Both facilities are under the control of the
Records System Administrator. Corporate QA files are stored in a fire resistant, locking
cabinet under the control of the QA Manager. Access to records of either type is controiled
by a formal checkout system.
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6. RESPONSIBILITIES

+ 6.1 Project Manager

The Project Manager is responsible for establishing the basic project structure by dividing

. project activity into individual tasks, and for providing guidance in the design of the project

records index based on the division of tasks.

6.2 Project Secretary
The Project Secretary is responsibie for designing the Project Records Index in cooperation
with the Records System Administrator, and with guidance from the Project Manager. The

Project Secretary is also responsible for providing index changes to the Records System
Administrator, and for validating and submitting records for storage. ir

6.3 Project Personnel

Project personnel are responsible for submitting completed documents to the Project
Secretary in a timely manner for validation and forwarding to the project QA files.

6.4 QA Manager (or designee)

The QA Manager is responsible for the maintenance of the corporate QA files and the
Corporate Records Index.

" 6.5 Records System Administrator

The Records System Administrator is responsible for assisting in the design of the Project
Records Index with the Project Secretary based on guidance from the Project Manager, and is
responsible for the production and maintenance of the Project Records Index, and for storage
and control of project QA records files and duplicate files.

7. EQUIPMENT OR MATERIALS
Access-controlled, locking, fire resistant cabinets, access-controlled locking facilities with metal

cabinets, and appropriate filing accessories are required to meet the records storage
requirements of this procedure. '
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8. PROCEDURE

8.1 Project QA Records

8.1.1 Project Records Index

At the beginning of each project, a Project Records Index shall be designed which provides
the basic structure of the project filing system. The first Index produced identifies the types
of records anticipated for the project and assigns a location in the filing system for each type.
As the project progresses, the Index is updated to include more and more specific
information. The Index shall be designed in a cooperative effort by the Project Secretary and

- the Records System Administrator. The Project Manager shall provide guidance in the

design of the Index based on the project structure and his division of the project activities
into job tasks.

As a minimum, the Project Records Index shall include:

The Golder job number

The client contract number

The project title

A numerical listing of the files )

The title of the file assodated with each number. The title shall be specific enough
. to allow easy retrieval and filing of records.

The Records System Administrator shall produce the Index and update it on a regular basis.
The Project Secretary shall provide the Records System Administrator with the information
necessary to accurately update the Index. The Records System Administrator shall concur
with changes or additions to the Index.

8.1.2 Collection and Validation

Project personnel who generate documents in support of a project shail submit the
completed documents to the Project Secretary.

The Project Secretary shall review each document to ensure that it is complete as required by
the appropriate QA Procedure, legible, identified with the project number, and contains
sufficient information to permit identification between the document and the activity to
which it applies. If problems are identified, the document may be returned to the preparer
for resolution. The Project Secretary shall aiso assign a file number to the document based
on the Project Records Index. The Project Secretary shall validate each document by
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applying a dated records stamp, or by initialing and dating the document. Validated
documents shall be forwarded to the Records System Administrator for duplication and filing.
At the Project Manager’s option, duplication may be performed by support staff. Completed
documents awaiting validation and/or entry into the project QA records shall be temporarily
stored during non-working hours in a fire-resistant, locking file cabinet, or locking, access-
controlled fire-resistant file room.

8.1.3 Duplicate Files

The Records System Administrator shall ensure that a duplicate of each project QA record
submitted for filing is produced and properly stored. Duplicate file organization shall be
identical to the organization of the original records files. Duplicates shall be stored in
binders or folders, in filing cabinets or in containers on sheiving. Duplicates shall be stored
at a facility which has limited access and is sufficiently removed from the original records to
avoid damage or destruction of both sets of files from the same hazardous condition. .

. Normally, duplicates are stored at the Archives Facility, Fowever, when acceptable to the

QA Manager and the affected Project Manager, another location may be used provided that 5
the other requirements of this section are met. o

8.1.4 Storage Requirements

Project QA records are normally stored in the QA File Center by the Records System
Administrator. However, when acceptable to the QA Manager and the Project Manager,
records may be stored in another location which has access controls commensurate with
those described in paragraph 8.1.5 of this procedure. In either case, records shall be stored in
a manner which effectively prevents deterioration or damage from natural disasters or
environmental conditions. Records shall be stored in binders, folders, or envelopes in metal
cabinets or on shelving in containers. Records files shall be organized separately by project
and in accordance with the individual project records index. Special processed records, such
as photographs, negatives, and magnetic media shall not be stored in stacks and shall be
protected from excessive light, electromagnetic fields, and excessive temperatures and .
humidity as appropriate for the record type.

8.1.5 QA File Center Access

Access to the QA File Center is limited. The Records System Administrator, with the
concurrence of the QA Manager, shall compile a list of personnel aillowed direct access to the
QA File Center. At least one representative from each project for which records are filed in
the Center shall be included on the list. The Project Manager shall designate the project
representative. The list shall be posted outside the File Center. All others may gain access
only when escorted by an authorized individual, or by permission of the Records System
Administrator. The QA File Center shall remain locked when unattended.



o~

E]

WHC-SD-W025-QAPP-0C1
Rev. 1
Page 133 of 154

" P-17.0-1 Revision Leve] 11 April 1990
QUALITY ASSURANCE RECORDS MANAGEMENT Page 6 of 7

8.1.6 Records Reirieval

Individuals may request that files or individual records be retrieved for their use. Requests
should be directed to the Records System Administrator. However, any authorized
individual (see paragraph 8.1.5) may retrieve records. A formal checkout system shall be
used which includes, as a minimum, an ocutcard to replace the item removed.

8.1.7 Corrections and Revisions

Revisions to records shall be done in accordance with the appropriate QA procedures when
applicable. Other corrections shall be made by drawing a single line through the incorrect
information and initialing and dating the new entry. Approval of the correction or revision
must be equivalent to the level and/or type of approval required for the original information,

or as directed by Specific Work Instruction. ions and revisions to records checked
t ecords files must be brought to the attenton of the Record inj
ermit aporopriate revision of the duplicate

8.1.8 Retenﬁoi'l Time

All project QA records are considered permanent until turned over to the client or until the
close of the contract. After that ime, the Project Manager shall determine the disposition of
the remaining records unless special direction is provided by the client. Normally, they shall

be entered into the Coider archives system.

8.1.9 Records Turnover

Records shall be turned over to the ciient at their request. Unless otherwise requested by the
cient, the originals shall be shipped and the duplicates shall remain the property of Goider
Associates. Records which have been turned over are the property of the client and
maintenance of those records will no longer be considered the responsibility of Goider
Associates.

Records to be turned over to the dlient shall be packaged securely for shipping. Each
package of records shall contain an index of the records in that package and shall be clearly
labeled as to client, project number, and total number of packages in the shipment. A set of
indexes shall be sent to the client under separate cover. Additional requn'ements may be
specified by the client. .



<

WHC-SD-W025-QAPP-001

Rev. 1

Page 134 of 154
P-17.0-1 Revision Leve] 11 " April 1990 ...
QUALITY ASSURANCE RECORDS MANAGEMENT Page 7 of 7 ;

8110 Contract Closeout
The date of contract dloseout shall be identified by the Project Manager. After this date,
records remaining in Golder’s possession are no longer subject to the requirements of this

procedure. If no records tumover has been requested, and both the duplicate and the
original sets remain, the duplicate set may be discarded.

8.2 Corporate QA Records

8.2.1 Corporate Records Index

The Corporate Records Index shall list and provide the location of the records in the

corporate QA records files. The QA Manager shall ensure that the index is updated as

necessary to reflect changes. ‘ ' en

8.2.2 Storage Requirements , s

Corporate QA records are stored in a locking, fre resistant file cabinet,

8.2.3 Corporate QA Records Access

Access to corporate QA records is by permission of the QA Manager or his designes. A list
of personnel allowed access to the files shall be posted on the cabinet.

8.2.4 Retention Time
The following records, as a minimum, shall be retained in the corporate QA files:

« Correspondence from both the current and previous year
. » Personne] records for current Golder employees and current subcontractors
» Current revision of each procedure and each QA Plan.

Other records may be transferred to the Golder Archives at the discretion of the QA
Manager. Trans{erred records are no longer subject to the requirements of this procedure,
The current contents of the corporate QA files shall be dearly identified on the Corporate
Records Index.
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1. PURPOSE

The purpose of this procedure is to establish methodology and general guidance
for Quality Assurance {QA) audits performed by Golder Associates personnel.

2. APPLICABILITY

This procedure applies to all Golder Asscciates QA audits of internal and
subcontracted project activities,

3. DEEINITIONS
3.1 Quality Assurance Audit

A planned and documented investigation performed in accordance with written
procedures or checklists for the purposes of verification, by examination and
evaluation of objective evidence, that applicable elements of a Quality
Assurance program have been developed, documented, and effectively impiemented
in accordance with specified requirements,

3.2 Lead Auditor

A qualified, and certified individual authorized to organize and direct
audits, report findings, and evaluata corrective action. Lead Auditors shall
be trained, qualified and certified as required by procedure P-18.0-2,
"Auditor Qualif1cation. ,

3.3 Auditor

A qualified and trained individual authorized to perform audit functions under
the direction of a Lead Auditor. Auditors shall be qualified and trained as
required by procedure P-18.0-2, "Auditor Qualification.”

3.4 TJechnical QObserver

" An audit team member assigned to observe audit activities under the direction

of the Lead Auditor. At the Lead Auditor’s discretion, technical observers
may be requestad to participate in areas of an audit for which they have
particular technical expertise.

3.5 fxterngl Audit

An audit of the QA program of a subcontractor, supplier, consultant, or other
external organization.
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3.6 []nternal Aydit

An audit of those portions of a Quality Assurance program controlled by and
within Golder Associates’ own organizational structure.

3.7 Einding

A deficiency or lack of compliance with any element of the QA program which
renders the gquality of items, services, or activities unacceptabie or
indeterminate. A7l findings must be formally resolved to assure effective
correction of the observed condition and the adoption of preventive measures
to reduce or preclude the 1ikelihood of recurrence,

3.8 DObservation

A weakness in a program or practice that could lead to a more serious
deficiency or finding if not corrected. Although not necessarily constituting
a lack of compliance or affecting quality, all observations must be formaldly
resolved to assure effective correction of the observed condition and the -
adoption of preventive measures to reduce or preclude the likelihood of
recurrence.

3.9 Management Assessment C

An independent, annual assessment of the overall effectiveness of the QA
program by a reprasentative of Golder Associates upper management familiar

with the scope of contractual QA requirements and Golder Associates’ QA
program. The assessment is documented by means of a report that is presented

;o the President of Golder Associates, the PrincipaT-in-Charge, and the QA
anager.

4. REFERENCES

4,1 Golder Associates Quality Assurance Manual, Section 18.0, "Quality
Audits.”

4.2 Golder Associates Quality Assurance PFocedure P-18.0-2, "Auditor
Qualification.” ‘

4.3 10 CFR 50, Appendix B, Section XVIII, as interpreted by ANSI/ASME NQA-1.

5. SCUSSION

QA audits are performed periodically on internal or subcontracted project
activities to verify project performance relative to established quality
requirements and to provide management information on the effectiveness of
project QA programs. Auditing is 2 positive activity, which has as its
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yltimate goal the improvement or enhancement of project performance. QA
audits are independent, formal processes with strict rules of conduct and
protacol designed to assure the impartiality and usefulness of the results.
Auditor and technical observer selection is based on experience, training, and
functional independence from the organization or group being audited. The
activities of auditors and observers are directed by a trained and qualified
Lead Auditor who has primary responsibility for audit planning, conduct,
reporting of results, and monitoring the effectiveness of corrective action.
The effactiveness of the auditing program itself {s evaluated by an annual
independent management assessment.

6. RESPONSIBILITIES

6.1 QA Manager

Responsible for establishing audit schedules in project-specific QA Program
Plans. Responsible for selection of Lead Auditors who are functionally )
independent from audited organizations. In conjunction with the Lead Auditor,
reviews and approves audit plans and reports prior to release. Responsible
forip:eparation of an annual report to management on the previous year’s audit
activity.

6.2 Lead Auditor

Responsible for the organization and direction of audits; selection and
supervision of auditors and technical observers functionally independent from
the organization or group being audited; and the evaluation of observatiens
and findings. In conjunction with the QA Manager, reviews and approves audit
plans and reports prior to release. Presents audit results to project
management and evaluates corrective action responsas.

6.3 Auditor

Under the direction of the Lead Auditor, responsible for assisting in audit
preparation, conduct, and report preparations.

6.4 hn riy

At the direction of the Lead Auditor, responsiblie for assisting in audit
preparation and conduct in selected audit areas.

5.5 Audited Organization

Responsiblie for the provision of time, workspace, and availability of
personnel as necessary to support the performance of the audit. Responsible
for the effective resolution of audit findings and observations.
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7. BEQUIRED MATERIALS OR DOCUMENTS

e Notification letter or memorandum

& Audit plan

¢ Pre- and post-audit attendance sheets
. hud1t checklists (see Exhibit A)

e Reference plans or procedures

¢ Audit Quality Notices (see Exhibit B)

8. PROCEDURE
8.1 Aydit Scheduling

QA audits shall be conducted in accordance with schedules contained within
individual Project Specific QA Program Plans. Audit frequency shall be based
on the scope, level of activity, and complexity of the project as well as the.
number of personnel assigned, specific client requirements, and other factors.
Schedules presented in sach QA Program Plan shalt be considered minimum
requirements, and shall be periocdically reviewed and revised to accommodats
changing project requirements. Audit frequency may be increased at the
discretion of the QA Manager or when requested by management,

8.2 Audit Plan Preparation

The Lead Auditor shall be responsible for preparation of an audit plan. The
audit plan shall be approved by both the Lead Auditor and QA Manager, and

“shall include the following:

¢ The source of the requirement for conducting the audit
o The audit number (consecutive on a calendar year basis)
¢ Identification of the audited organization

¢ The specific project, tasks or activities being au&ited
e A discussion of any special emphasis or focus |

o Specific plan, procedures, or requirement references

¢ The prospective date(s) of the audit

£}
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¢ Ildentification of the audit team, with definition of audit
responsibiiities.

Audit team selection shall be based on team member independence from the
organization being audited. Technical obsarvers may be selected if, in the
opinion of the Lead Auditor, a particular type of expertise would enhance
audit effectiveness. Audit files and nonconformance records for the audited
organization shall be reviewed for trends or repetitive problems. Existence
of such conditions shall prompt the re-examination of problem areas.

8.3 Audit Notification

The Lead Auditor shall transmit a memo or letter of notification transmitting
the audit pian to the prospective auditee at least two weeks prior to the
projected audit date. The notification letter or memo shall set the date,
time, and location of the opening meeting, request that appropriate personnel
from the audited organization be in attendance, and, for external audits,
request separate working space for the audit team to work in during the course

of the audit.

8.4 Audit Checklist Preparation .

Lead Auditors shall be responsible for directing the preparation of the audit
checklist. Checklist format is provided as Exhibit A. Auditors or technical
observers may be assigned the preparation of checklist sections, particularly _
in areas for which they will assume auditing responsibilities. The checklist
shall be reviewed and approved by the Lead Auditor and the QA Manager.
Approval shall be indicated by signature and date on sheet of the checklist.

Checklist content shall be consistent with the scope of the audit presented in
the Audit Plan; checklist ftems shall be structured in gquestion format and
shall directly relate to the procedure and plan regquirements applicable te the
audited area. As much as possibie, questions should focus the inquiry towargs
an evaluation of the effectiveness of implementation of plan and procedure
requirements.

Copies of the checklist, the audit plan, and any required reference
specifications, procedures, or plans shall be distributed to the audit team
prior to the audit. The Lead Auditor shall brief the audit team on the
general scope of the audit, the details of the audit plam, and discuss audit
checklist assignments prior to the pre-audit meeting.

8.5 Pre-audit Meeting

The preaudit meeting shall be conducted by the Lead Auditor and shall be
attended by the audit team and appropriate representatives of the audited
organization, Attendance shall be documented. The scope of the audit and
duties of the auditors or any technical observers shall be briefly presented.
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]

Questions from the audited organization shall be answered, proper lines of
communication established, and a time set for the closeout meeting.

8.5 Condycting the Audit Investigation .

Each auditor should proceed with the investigations required on their assigned
portion of the checklist. Auditing techniques should include records review,
interviews with project staff, and direct observation of project activities.
Personne]l interviewed shall be noted in the response column on the checklist.
When evaluating similar items of information, a sufficiently large sample
shall be selected to support any conclusions. The audit team shall meet and
repert on audit progress at the direction of the Lead Auditor. Observed
conditions that require immediate corrective action shall be promptiy reported

™~ . ) to the management of the audited organization; in any case, daily briefings:
shall be given to the audited organization at their option. The Lead Auditor
- may restructure the audit in terms of emphasis and auditor assignment as

required to accommodate changes to the audit plan or checklist required as a
resyit of information obtained during the audit. Demand on project resourcss
K and time should not be increased beyond the Jevel presented in the opening ™=

meeting without first clearing such requests with the management of the -2

W audited organization.

Ty 8.7 Post-Audit Mesting

e When all éheckHst items have been completed, the audit team shall meet and-

an present their potential findings, or observations to the Lead Auditor. The™
Lead Auditor shall review the auditors’ input, obtain additional clarification

i where required, and prepare a draft Tist of potential findings and E

. observations for presentation to representatives of the audited organization

: in a post-audit meeting. Discussion should be Timited to the presentation of

o findings and observations and the resolution of any errors or
misunderstandings. Audited personnel shall be advised that a written report
wil] be forthcoming with full details of any findings or observations.
Attendance shall be documented.

8.8 Audit Report Preparation

After the post-audit meeting, the auditors shall prepare final copies of thejr
compieted checklist sections and submit them to the Lead Auditor. The Lead
Auditor shall document each finding or observation on an Audit Quality Notice
{AQN, see Exhibit 8) and shall prepare a formal audit report in the form of a
memo or letter to the management of the audited organization. The report
shall include the following: . '

e A brief description of the audit scope

o Identification of the audit team and all personnel contacted from the
~ audited organization :

[y

N
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o A general statement of effectiveness
¢ Discussion of all findings, observations, and comments

The audit report shall formally transmit any AQNs, which shall contain
sufficient detail to permit effective corrective action responses. A1l AQNs
shall require responsa by the audited organization regarding its proposed
corrective action within fifteen working days after receipt. The report shail
be raviewed, approved, and countersigned by the QA Manager prior to
transmittal.

8.9 Determination of géugg and Proposed Corrective Action

The audited organization shall respond to the AQNs in the time specified. The
deficiency shall be investigated and the cause determined and documented on
the AQN; the description of cause must address the basic sourca of the
problem. Proposed corrective action must address the possibility of similar
problems outside the audited sample, and, considering the source or cause of
the problem, must be capable of implementation at an effective level.

8.10 view of AQN Respon n i 1 t

The Lead Auditor shall evaluate responses from the audited organization to
assure that the proposed corrective action for each finding or observation has
been adequately addressed. In some cases, corrective action may require -
reassignment to other groups for the corrective action to be considered
effective. (In cases in which corrective action responsibilities lead back to
the Lead Auditor’s organization, the proposed corrective action on the AQN
must be reviewed by an independent management representative familiar with the
auditing process to assure the appropriateness of the response. The same
management representative must countersign the AQN upon closeout.) The Lead
Auditor shall initiate a letter or memorandum to inform the audited
organization and the QA Manager of the acceptance or rejection of audit
responses. Memoranda indicating acceptance must identify any conditiens that
must be verified prior to audit closeout. Methods of verification of
corrective action may include direct examination, reaudit, interview, or other
appropriate means selected by the Lead Auditor. Memoranda indicating
rejections must contain sufficient detail to redirect the auditee and
establish a new response due date. The Lead Auditor or a designated audit

. team member shall actively track the resslution of observations or findings

until closecut. The Lead Auditor and the QA Manager must concur on the
closeout of all findings and observations. ‘

8.11 Mapagement Assessments

An independent management assessment of the overall implementation of QA

program requirements on projects requiring QA Program Plans shal) be conducted
at Teast once annually to provide upper management independent avaluations of
the effectiveness of all elements of the QA program inciuding auditing. Such
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assessments may be performed by outside consultants with appropriate expertise
or by senior management officials; assessments shall be documented in letter
or memo format and forwarded to the President, Principal-in-charge, and QA
Manager. The QA Manager shall be responsible for any required corrective
action resulting from management assessments.

9. RECORDS

Audit records shall be retained as follows:

e Corporate QA Records: Notification letter or memorandum, pre- and
post-audit attendance sheets, audit plan, completed checklist, audit
report letter or memorandum, completed and closed AQNs (with any
additional related responses from the audited organization attached), 12
and, in a separate file, independent management assessments. <

¢ Project QA Records: Same as above, less completed checklists and
management assessment documentation, with transmittal letters if
required for informational submittals to the client by the QA Program

'qun.
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GOLDER ASSOCIATES, INC.
.= AUDIT QUALITY NOTICE (AQN)
1. T0: 4. FROM:
2. ORGANIZATION:. 5. AQN NUMBER:
3. COMPANY OR PROJECT: . 6. TYPE OF NOTICE:
__ FINDING . ___ OBSERVATION
7. DESCRIPTION OF REQUIREMENT:
8. DISCUSSION OF CONDITION REQUIRING CORRECTIVE ACTION: .
9. DISCUSSED WITH: DATE:
10. AUDITED ORGANIZATION TO COMPLETE THE FOLLOWING ITEMS AND RETURN TO
GAI QA BY:
11. PROPOSED CORRECTIVE ACTION: LIST FUNDAMENTAL BASIS FOR DEFICIENCY =
AND ACTION TO BE TAKEN TO PREVENT RECURRENCE:
12. COMPLETION SCHEDULED BY:
DATE
13. RESPONSIBLE FOR CORRECTIVE ACTION:
DATE
CLOSEOUT
14. CLOSED BY: | 15. APPROVED BY:
{EAD AUDITOR BAI QA MANAGER

DATE CLOSED: DATE APPROVED:

)

s

-
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1. PURPOSE

This procedure defines the requirements for the qualification, training, and
orientation of Golder Associates’ Quality Assurance (QA) auditors, lead
auditors, and technical obsarvers.

2. ApP T

This procedure applies to all Golder Associates’ QA auditors, lead auditors,
and technical observers performing audit functions under the requirements of
procedure P-18.0-1, "Quality Assurance Audits.”

3. DEFINITIONS
3.1 Quality Assurance Audit

A planned and documented investigation performed in accordance with written
procadures or checklists to verify, by examination and evaluation of objective
evidence, that applicable elements of a QA program have been developed,
documanted, and effectively implemented in accordance with specified
requirements.

3.2 Lead Auditor

A.qualified individual, certified by Golder Associates’ management, who is
authorized to organize and direct audits, report findings, and evaluate

corrective action.

3.3 Auditor

A qualified and trained individual authorized to perform audit functions under
the direction of a lead auditor.

3.4 TJechnical Observer

An audit team member assigned to observe audit activities under the direction
of the lead auditor. At the lead auditor’s discretion, technical observers
may be requested to participate as an auditor in areas of the audit for which
they have particular technical expertise.

4. REFERENCES

;Al ANSI/ASME NQA-1, Basic Regquirement 18, Supplement 25-3, and Appendix
-3.

4.2 Golder Associates QA Procedure P-18.0-1, "Audits.”
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5. DISCUSSION

A1l QA audit functions shall be performed by qualified lead auditors,
auditors, or technical observers who are independent from direct
responsibility for the activities being audited. Qualification of auditors
and technical observers shall be based on appropriate work experience and on
audit-specific training and guidance provided by the Tead auditor. Lead
auditors shall be experienced in the auditing process, and, by virtue of
passing a comprehensive examination, shall have demonstrated knowledge of 10
CFR 50 Appendix B, ANSI/ASME NQA-1, general requirements of {JA programs,
evaluative auditing techniques, and audit planning and execution.

i+

6. RESPONSIBILITIES
6.1 Lead Auditor

Responsible for selection of the audit team, trains newly assigned auditors or
technical observers in the requirements of procedure P-18.0-1 and provides
general background in the provisions of 10 CFR 50 Appendix B, ANSI/ASME NQA-1,
and Golder Associates QA program. Responsible for providing direction to the
audit team in the requirements of individually assigned checklist sections and
any referenced plans or procedures.

6.2 QA Manager

Responsible for the certification of lead auditors in conjunction with the
O0ffice Manager.

6.3 0ffice Manager

gesponsible for the certification of lead auditors in conjunction with the QA
anager

[

7. MATERIALS
e Lead Auditor Qualification Record (Exhibit A}
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8. EROCEDURE

8.1 Lead Auditor Qualification Requiremenis
8.1.1 Basic Requirements |

Lead auditors shall possess the oral and verbal communicatfon skills necessary
to affectively conduct an audit. By written examination, they shall have
demonstrated their knowledge of the applicable regulatory guidelines and
standards, the general requirements of QA programs, appropriate auditing
techniques, and the methods of audit planning. Lead auditors shall have
participated {n at Teast five (5) previous audits in the three years prior to
certification, one of which, in the last year prior to certification, shall
have been conducted on a program for which 10 CFR 50 Appendix B was a

regulatory requirement. Lead auditors shall have additional technical and/or

QA related experience totalling at least ten (10) points as required by the

Lead Auditor Qualification Record (Exhibit A). Qualification points shall be
assigned in accordance with the guidelines provided in paragraphs 2.1, 2.2,

2.3, and 2.4 of Appendix 2A-3, ANSI/ASME NQA-1.

8.1.2 Maintenance of Qualification and Requalification

Lead auditor performance shall be assessed on an annual basis to assure
continued facility with the auditing process and P-18.0-1 requirements.
Qualification may be maintained by continued active work assignment within the
QA organization, participation in an audit training program, or by active
participation in the audit process. In any case, in order to maintain
qualification, at Teast once every two years a lead auditor must lead or
participate in an audit conducted in accordance with. procedure P-18.0-1. If
qualification should lapse, the QA Manager and the Office Manager shall assess
the circumstances requiring requalification. Retraining may be required if
warranted, but in all cases the candidate shall be re-examined as described in
8.1.1 above, and shall participate in at least one nuclear level audit under
the direction of a certified lead auditor.

8.1.3 Certifiéa;ion

The branch O0ffice Manager and QA Manager will certify individuals as lead
auditors when the basic qualification requirements are met as defined in 8.1.1
above, excapt that if the QA Manager is also the candidate for certification,
the Office Manager alone shall certify. Lead auditors will be recartified on
an annual basis provided that the maintenance requirements defined in 8.1.2
are met and documented. Lead auditors whose qualifications have lapsed will
be recertified only when the requalification requirements described in 8.1.2
have been completed.
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8.2 Auditor and Technical Observer Qualification Requirements

8.2.1 Experijence Requirements

Auditors shall have at least 2 years geotechnical, nuclear industry, or QA
background; auditors and technical observers shall have at least six months’
experience working under Golder Associates’ (or similar) QA program.
Technical observers assigned audit duties shall have expertise in the assigned
area as documented by corperate resume. In exceptional circumstances (for
example, a situation in which a potential observer or auditor has a
particularly useful technical expertise but is an independent consuitant or
has just recently joined the company), experience requirements for a
particuiar individual may be waived by the lead auditor for a particular
audit; written justification shall be retained on file, however, and the
training and orientation required by 8.2.2 given additional emphasis.

8.2.2 Qualification of Auditors and Technical Observers

Auditors and tachnical observers shall participate in a preaudit orientation
meeting led by the lead auditor. In addition to discussing the detailed scope
of the audit to be performed, the lead auditor shall provide newly assigned
auditors and observers instruction in the provisions of 10 CFR 50 Appendix B,
ANS1/ASME NQA-1, proper auditing technique, and the provisions of Golder
Associates’ QA procedurs P-18.0-1, "Audits.” Regardless of previous
experience, all auditors or observers shall be briefed in the requirements of
their assigned checklist sections and in the provisions of any referenced

plans or procedures.

8.3 Qualification Documentation Requirements
8.3.1 Lead Auditor Qualification Documentation

If performed internally, lead auditor examinations shall be retained in
confidential personnel files. Successful examination completion, assessment
of communications skills, experience, credentials, certification, and annual
evaluation shall be documented on the Lead Auditor Qualification Record
{Exhibit A) and retained in corporate QA personnel files. Qualification
points shall be assigned for experience as discussed in paragraphs 2.1, 2.2,
2.3, and 2.4 of Appendix 2A-3, ANSI/ASME NQA-1. If examinations are performed
by outside agencies, copies of course completion certifications and
notification of successfully completed examinations shall also be retained in
corporate QA personnel files. :

8.3.2 Auditor and Technical Observer Training Records

Auditor and technical observer training and orientation as required by section
8.2.2 above shall be documented on a standard QA training record {see

Exhibit A, P-2.0-1, "Personnel Training”™); training records shall be reviewed

and approved by the Corporate QA Officer.
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8.3.3 Audit Participation Records

Records of audit participation by a1l lead auditors, auditors, and technical
obsarvers shall be documented by the audit Tog and summary maintained in
corporate QA records. The log shall be updated at least gquarteriy by the Lead
Auditor or designated QA personnel, and copies routed to the individual
corporate QA personnel records for the auditors and obsarvers so identified.

8.3.4 Records of Technical Experience
Corporate resumes documenting the general technical experience and background

of 311 lead auditors, auditors, and technical observers shall be ratained in
corporate QA personnel records.
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